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1 UHTEP®ENC
1.1 I';1aBHOE OKHO

B riaBHOM okHe nipuioxkenust « MoriOduc Tabmuna» conepxkarcs (cMm. PucyHok ):

1. Komauguoe menro.

2. IlaHenb UHCTPYMEHTOB.
3. Crpoka ¢popmyit.
4. Pabouas 06J1acTh.
5. BokoBag maHejb.
6. Bxiagku UCTOB.
7. CTpoka COCTOSIHHUS.
Komananoe meHio IIanenb MHCTPYMEHTOB
I
(=) Hosan taBanua 1|- MoiiOdmc — O x
®aiin  [paeka Beraeka @opmar  Tabawua  Jandoie  Woctpymento Bug  OBwwid poctyn  Hagctpoiikw  Cnpaeka
v X XOThames (v| 12 [v A7 At = v L v 123 S5 e
= ¥ K 4 = Av £+ A
®ann Mpaeka WpndT BripasHMBaHue Yucno Auerkmn JanHbie BcraBka -~
A1 v fx
A B C D E F G H -
i 1
1 | fe
2 Ctpoka ¢popmya bokoBasi naneap —»
3 &
4
5 Pabouas o01acTH
6
7
8
9
10 7
L4 >
+
CYMM 0 CP3HAY 0 ML‘IHAO MAKC 0 CHET3 0 [F] - [ + 100% v
|
Bkiaaaku jucToB CTtpoka cocTrossHus

Pucynok 683 — ['maBHOe okHO npunoxenus «MouOduc Tabnuma»
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1.2 KomaHaHoe MeHIo

1.2.1 Meunrw «Paitn»

Mento Paisr cConepxuT cieayroiue koMadab! (cM. PucyHok ):

®aiin  [paeka Beraeka Qopmar  Tabavua  Jaddwie
[M Coszpate Ctrl+N

Coznate no wabnony...

[& Ortepoite... Ctrl+0
OTkpoiTe B oBnake... Ctrl=Shift+0
OTKpBITE B.. r
HegaeHwe gokymeHTH L4
PaGoTa B obnake »

5 Coxpanute Ctrl+5
CoxpaHWTe Kak... F12
JKCNopT...

CoxpaHuTe wabnoH...
3aaate naponb...

= MapameTp cTpaHiup W NeYaTs Ctrl+P
JaKpLiTe

Pucynok 684 — Mento ®aiin

1. Co3gaTh — co3/1aTh HOBBIM JOKYyMeHT (cM. pasfen 2.1.1).

2. Co3gath mnmo mAOJOHY — CO37aTh HOBBIM JIOKYMEHT HAa OCHOBAaHWUH paHee
coxpaHeHHoro ImmabsjgoHa (bopmatr XOTS) u3 BbriOpaHHOrO (aiiia, HaXOIAIIErocs Ha
CTAIlMOHAPHOM HWJIM CheMHOM HOCHUTeJle, TOJIKJIF0YeHHOM K KOMITBIOTepY I0JIb30BaTest
(cm. pazgen 2.1.3).

3. OTKpBITH — OTKPBHITh CYIIECTBYIOIIMM JOKYMEHT TIOCPeJICTBOM VKa3aHUs ero
MeCTOHAXOXEeHUsI Ha CTal[MOHAPHOM WM CbeMHOM HOCHUTesle, TOJKII0UYeHHOM K
KOMIIBIOTEpY MoJib3oBatesis (cM. pasnen 2.1.4).

4. OTKpBITH B oO0OJIaKe — OTKPBITh JOKYMEHT M3 oOjlaka B peXuMe COBMECTHOTO

penakTApoBaHus (cM. pazpen 2.12.2).
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OTKpBITH B — OTKPBHITb TEKYUIUMH JIOKYMEHT B JpPYroM TaOJIMYHOM peJlaKTope

(cMm. pazgen 2.1.6).

HemaBHue MOKYMEHTBI — OTKPBITb W/HJIM OYHCTHUTH CIIMCOK IOCJIEJTHAX JOKYMEHTOB

(cm. pasgen 2.1.5).

Pa6ora B o6sake (cMm. PucyHok ):

— BoiiTu B 00;1aK0 — aBTOPH30BaThCs B 0bmake (cM. pasnen 2.12.1);

— CkauaTb — COXpaHUTb Ha KOMIIbIOTEp IOjb30BaTesiss daniabl U3 objaka
(cm. pazpen 2.12.6);

— 3arpy3urs ¢Qaiin — 3arpy3uTh B 00jako ¢aili ¢ KOMIbIOTepa I10JIb30BaTels

(cm. pazgen 2.12.5).

@aiin  [paeka Beraeka @opmatr  Tabnawua  Jannwie  Whoctpymentm Bug O
Q Cozgate Ctrl+M

4 A 12 | »
Co3aate no wabnoHy...
U AR T o A
= Otkpwits... Ctrl+0
OTkpwTe B obaake.. Ctrl+5hift+0
OTKpBITE B... r
HepaeHue aokymMeHTH » H F
PaBota & ofinake ’ Bo#lTi B 0Bnako
= CoxpaHnTs Ctrl+S e

CoxpaHuTL KaK.., F12 Jarpyaute daiin...

Pucynok 685 — [lonmenio PaboTa B odsiake

CoxpaHuTh — COXPAaHUTH JJOKYMEHT C CYIIeCTBYIOIIMM NMeHeM U pacIlipeHueM B IMarke,
MIpelyCMOTPEeHHOM 110 yMoT4aHuIo (cM. pazgen 2.1.7).
CoxpaHUTh KaK — COXPAaHUTb JJOKYMEHT C BO3MOXHOCTbIO Ha3HAUeHHUs] HOBOT'O MMeHH,

pacIIvpeHust ¥ yTU coxpaHeHus (cM. pazaen 2.1.7).

Komanast Coxpanuth ¥ COXpaHHTBh KaK He OTOOpPaXKaloTCs B OOJIauHbIX
daiiax, Tak Kak TMpd paboTe B oO/iake JIOKyMEHTbl COXPaHSIOTCS

dBTOMdTHYECKH.
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10. Co3gaTh 10KaJIBLHYI0 KOIHIO — CO3/laTh Ha KOMIIbIOTepe I10JIb30BaTeJsl KOIHIo ¢aiia,
penaktupyemoro B obsake (cMm. pasnen 2.12.3). Ilpu paborte c jokanbHbIMH (aitiaMmu
JNAHHBIA TYHKT KOMAaHIHOT'O MEHIO He 0ToOpaXkaeTcsl.

11. DxcmopT — 3KCIIOPTHUPOBATh JOKyMeHT B mojepkuBaeMoM 110 «MoitOduc» popmare ¢
BO3MOXKHOCTBIO Ha3HAYeHHsI HOBOTO MMEHH | MyTH 3KcropTa (cM. pasnen 2.1.10).

12. CoxpaHuTh MAOJI0H — COXPAHUTh TEKYIIUN JTOKYMeHT Kak mabsoH B ¢popmare XOTS
JUIs1 CO3/JaHUSI TTOCIIeTyIOIIUX IOKYMeHTOB (cM. pazgen 2.1.2).

13. 3apaTh maposb — YCTAaHOBUTH MAPOJb ISl OTPAaHAYEHMS] IOCTyHa K JIOKyMEHTY
(cm. pazpen 2.1.11.1).

14. ITapaMeTpsl CTpaHUIBI U MeYaTh — HACTPOUTH MMApaMeTphl TeYaTH W pacledyaTaTth
nokyMeHT (cM. pasnen 2.1.12.2.2).

15. 3aKpBITH — 3aKPBITh AKTUBHOE OKHO NPUJIOXKeHus (cM. pasgen 2.1.13).

qDYHKI_[I/II/I pa6OTI>I B 0OJIaKke ¥ COBMECTHOI'O pPedaKTUPOBAHUA NOCTYIIHBI IIPU HAJIMYUH

cepBepHoi yactu «MonOduc Cyxxebubiity / «MorOduc 3anuiéntHoe O61ako».



320
502220.29144487-2016-01 34

1.2.2 Menio «IIpaBka»

Mesnto IIpaBka conepxur cieayromiye koMadabl (CM. PucyHok ):

Mpaexa Bcraeka @opmar Tabavua  faddwe Mg

T OTmeHWTB Ctrl+Z

" MNoetopute Ctrl=¥

&  Boipesats Ctrl+X

Konwpoeats Ctrl=+C

[y Berasuth Ctrl+V
BeTaguTe 3HAYEHWA W dopMaT Ctrl=Alt+V
BcTaBWTh TOMBKD 3HAYEHKA
BctagwTe W3 Bydepa obmera r

A KonvposaTe dopMaTMpoEaHWe Ctrl+5hift+C
MprmeHnTE fopMaTUpoBEaHKUE Ctrl+5hift+V
Bmagenute Bce Ctrl+A

1 Mowck Ctrl+F

Pucynok 686 — Mento IlpaBka

1. OTMeHHTB — OTMEHUTH I10CIIe[IHee JIeHCTBUe, IPOU3BeleHHOe C JOKyMeHTOM.

2. IloBTOPHTB — BepHYTh pe3yJibTaT OTMEHEHHOTI'0 JIeMCTBHUS C JOKYMEHTOM.

3. Beipe3aThb — noMecTUTh B 6ydep ooMeHa OC BbIjlesieHHbIe JJaHHBIE C UX YJlaJleHueM U3
nokymeHTa (cM. paspen 2.4.1.6).

4. Kommposartp — momectuth B 6ydpep oomena OC BrifiesieHHbIE TaHHBIEe 6e3 UX y/1ajeHus
U3 okymeHTa (cM. paznen 2.4.1.6).

5. BcraBuTh — BCTaBUTH HaHHble U3 Oydepa ooMeHa OC ¢ coxpaHeHHeM MCXOAHOTO
¢dopmarupoBanus (cM. pasnen 2.4.1.7).

6. BcraBurh 3HaueHHs M (OpMAT — BCTaBUTb pe3yJIbTaT BBIYUCIIEHUS (OPMYJIBI C
COXpaHeHHeM HUCXOJIHOro (popMaTrpoBaHus (CM. paszen 2.5.6).

7. BcraBHUTB TOJIBKO 3Ha4YeHUs — BCTaBUTh JaHHbIe U3 Oydepa o6mMena OC 6e3 coxpaHeHUs
ucxoaHoro ¢popmarrpoBanus (cM. pasaen 2.4.1.7).

8. BcraButh U3 0ydepa odOMeHa — BCTaBUTH JIaHHbIE M3 paclIMpeHHOro Oydepa obMeHa

(cm. pasnen 2.4.1.8).
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9. Komuposatb ¢popmMaTHpOBaHHe — KONUPOBATh B Oydep obMena OC popmarrpoBaHue
BblJleJIeHHOTO (pparMeHTa TekcTa (cM. paszzen 2.11.12.2).

10. Ilpumenuts ¢opmMaTHpOBaHHe — TPUMEHUTH ¢GOpMaTHUPOBaHUe, cofepxkalleecs B
oydepe oomena OC, k BoiziesieHHOMY ¢pparmeHTy TekcTa (cM. paszmen 2.11.12.2).

11. BeigeuTh Bce — BBIJIENIUTH BCe STYeMKHU TEKYIIero jucta (cM. pasaen 2.2.2.2).

12. Ilouck — BBINOJHUTH MOUCK WJIM TOUCK W 3aMeHy YKa3aHHOro ¢pparMeHTa TeKCTa I0

BCEMY JIOKyMeHTYy (cM. paszein 2.4.6).
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1.2.3 Menw «BcraBka»

Mesto BeraBka conepxur ciefyromue koMmasabl (cM. PucyHok ):
1. W3o0pa:keHue — BCTaBUTH U300pakeHue (cM. pasnen 2.9).
2. TexcroBoe mojie — BCTaBUTh TeKCTOBOe 1oJie (cM. pasnen 2.10.2).

3. durypa — BcraButh ¢ourypy (cm. paszgen 2.10.1).

Beraeka  @opmar  TabBawua  [Jandsie  WHectpymerTw Bug

[ MzoBpameHne...

ames vl | 12
TekcToBoE Nnone
o UL P O [pAMoyToasHWE
i Owarpamma , © 3mmanc
[ Ceoanas tabanua... A TpeyronbHwk
F¢  OyHKumA.., > Pomb
[ 3arHyTwii yron
¢ Ccolnka.., Cirl+K o 3se3n3
[ 3amerxa O Cepaue
L finer [] CkoBrm b
B fara = Crpenkw »
@  Bpems [1 Boinockw »

Pucynok 687 — Mento BecraBka

4. JlmarpamMma — BCTaBUTh fuarpamMmy (cMm. PucyHok u paspen 2.8).

Berapka  @opmar  TaBawua  [Jaddeie Weetpymento Bug  OBuwmid g

[=]  Wzobpamenne... mes vl [12 [v] A=

TekcToBOE None

& Qurypa

il Awarparma ¥ fla Tucrorpamma r
fH Ceocgnas Tabauua... = J[luHeluaTan guarpamma k
Fe  DyHELMA... 2 Tpadwk r
P Cemna.. Cirl=k md [warpamma ¢ obaacTAMK r
[ 3amerxa r“.' Kpyroean guarpanmma

Pucynoxk 688 — Ilonmenio IlmarpaMmma
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CBopHasi TabMIa — BCTaBUTh CBOJIHYIO Tabnuily (cM. paszen 2.7).
®ynknmsa — BcTaBUTh GyHKIHMIO (M. pazfen 2.5.4).
CchUIKA — BCTaBUTh TUIIEPCCHUIKY (CM. pa3pen 2.4.3.1).

3ameTKa — BCTaBUTh PYKOIMCHOE IPUMeYaHHe K BbIIIeJIeHHBIM sT9eiikaM (CM. pa3nen 2.4.4).

L L N e a

JIucT — BCTaBUTH B JIOKYMEHT HOBBIN JTUCT (CM. pa3zgen 2.3.1).
10. laTa — BCTaBUTH TeKYIIyIo AaTy (cM. pa3zen 2.4.1.5).

11. Bpems — BcTaBUTh Tekyliee BpeMs (cM. pazfen 2.4.1.5).
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1.2.4 Menio «Popmat»

Mesntio Popmat coJiepKUT ciieflytolie KoMaH bl (cM. PrucyHok ):

Qopmar | Tabavua  Jaddwe Mo
WpndTe r

BmpaeHueanne r

Uuecnoeoil ¢opmar...
MoeopoT TekcTa r

CBnacTe nevartu »

CoxpaHvTe nzobpameHne...

Pucynok 689 — Mento ®opmar

1. IIpudTel — BHIOpaTh pa3Mep U HauepTaHue mpudra (cMm. paszgens! 2.11.2 u 2.11.3) u
HaCTPOUTb MEXCHMBOJIbHBIA HHTepBanl (cMm. pasfen 2.11.9). Ilpu Bwibope nmaHHOMN

KOMaH/Ibl OTKPBIBAeTCsI IIOJMEHIO CO CJIelyIOIMMU KoMaHaaMu (cM. PucyHok ):

Qopmwat  Tabawua  JanHwe  ViHcTpymedTe  Bug OBwwi goctyn  Hageotpodkw  Cnpaeka

WpudTem FOX  MoaysupHoia Ctrl+B — ? 4
E — T =
BripaeHuearue P K Kypcue Ctrl+l
e e Y NoguepkHyToii Ctrl+U
MNoeopoT TekcTa ¥ A YmMeHblwMTe pasmep wpndTa
OBnacte nevatu Y A" YeennuuTs pasmep wpndTa
I

CoxpaHnTe niobpakeHwe... T 3auepkHyTbiil

#*  HagcTpounbii sHak Ctrl+5hift+=

¥z lMogcTpodnbii 3HaK Ctrl+=

ABE  Bee nponucHele Ctrl+5hift+A

MewcMMBEOIEHEIR WHTEPEAN P AR ¥nnoTHeHHbA

AR OBmuHmA

—

AR PaspemeHHbil

Pucynok 690 — [Ionmento IlIpugrsi
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— IloxyKuUpHBII — U3MEHUTh TUIl HauepTaHUs COJIeP>KMMOT0 BbI/IeJIeHHOW sTYeKU Ha
IOJIYKHPHBIH;

— KypcuB — u3MeHUTD TUII Ha4epTaHUs COIeP>KUMOr0O BbIIeJIeHHOM STYelKU Ha Kypcub;

— Ilog4epKHYTBIN — NU3MEHUTDb TUIl HAYepPTaHUsI COJEP>KUMOTO BbIJIeJIeHHON STYeMKU Ha

NOOYEePKHYTHIN;

— YMeHbIIUTH pasMep mIpudTa — yMEHbIIUTh pa3Mep HIprUdTa Ha OJUH ITYHKT;
— YBeuuuTh pa3mep mpudTa — yBeJIMIUTh pa3Mep MIpUdTa Ha OJIVH ITyHKT;

— BHquKHyTbIﬁ — U3MEHUTDb THUII Ha4YepPTaHUus CONep>KHUMOro BBIJIEJICHHOH STYeHMKH Ha

3aCPKRHYTHHE;

— Hapacrpounslii 3Hak —  odopMUTHL  BBIOPaHHBIM  (parMeHT  TeKCTa
B BI/IHe HaJACTPOYHBIX BHHKOB;

— IlopcTrpounsblii 3Hak —  odOpMUTb  BBIOpaHHBIM  (GparMeHT  TeKCTa

B BHUJI€ noacrpouHbix 3HAKOB;

— Bce nponucHbie — n1peobpa3oBaTh BCe CTPOYHbIE OYKBBI BbIFIEJIEHHOTO ¢pparMeHTa
texcta B [IPOITMCHBIE;

— MexcuMBOJIBLHBIN HHTEPBaJI — BEIOpATh TUII KHTEpBajla MeXXly CHMBOJIaMU TEKCTa:
VIUIOTHEHHBI, OOBIYHBIN, pa3peXXeHHBbIH.

BripaBHHBaHHe — BBIPDOBHSTH BBIJlelIeHHbIM ¢parmMeHT Tekcra (cM. pasdzgen 2.11.6).

[Ipu BBIOOpE AaHHOM KOMaHbl OTKPHIBAETCS MOAMEHIO CO CJIelyIOIMIUMH KOMaHIaMu

(cm. PucyHok ):

Qopmat  Tabawua  Jannwie  MHocTpymedts Bwg  OBwwi goctyn HagctpoWkw  Chps

WpndTor r | el a9 lael A= At = — —
Boipaenmeanne b = BoipoeHATE TEKCT NO NEEOMY Kpao Ctrl+L
- = 0 Ctrl+E

Uwcnosoi dopnar... - @ HERTRY n=
MoeopoT TekcTa y = BbIpoBHATE TEKCT No NpasomMy kparo Ctrl+R
OBnacTs NeYaTH p = BoipoBHATE TEKCT NO WHpKHE Ctrl+)
CoXpaHnTb n3oBpameHme.., T Mo sepxreny kpato

% BripoBHATE TEKCT No LEeHTRY

b Mo HukHewy kpato

Pucynok 691 — Ilonmenio BeipaBHuBanme

— BBIPOBHHTI) TEKCT IIO JIEBOMY KpQAI — BBIPOBHAITH COJepXHUumoe BbIJIeJIeHHOM

SAYeUKH 110 JIEBOMY Kparo SYerKU;
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— Ilo meHTpY — BHIPOBHSTH COAIEP>KUMOE BbI/IEJIEeHHOW STYeHKHU 110 IeHTPY SUerKH;

— BBIPpOBHATH TeKCT IO NPaBOMY Kpal0 — BBIPOBHSATH COJIEPXKMMOE BbIIleJIeHHOU
STYEUKHU 110 IPAaBOMY Kparo SYEUKU;

— BBIPOBHATH TEKCT N0 MIMPHHE — BBIPOBHSTH COJIEPXKUMOE BbIJIeJIEHHOMN STYeHKH 110
IUPUHE SYeKY;

— Ilo BepxHeMy Kparo — BBIPOBHSTb COJIEPXKMMOE BBIJIeJIEHHOM STYeKH 110 BEpXHEMY
Kpalo SYeuKH;

— BBIPOBHATH TEKCT 10 EHTPY — BBIPOBHATH COJIEP>KMMOE BBIJIeJIEHHON STYelKHU 110
LIeHTPY SYeUKy;

— Ilo Hm:KHeMY Kparo — BBIPOBHSITBH COAEP>KUMOE BbIJIeJIECHHOW STYeNKU 110 HUXKHEMY
Kparo SYerKH.

YucnoBoii ¢opmMar —  OTKPBITb OKHO  HACTpPOeK  4YMCJIOBOro  ¢opmara

(c™m. pasnen 2.4.2.4).

IToBopoT TekcTa — MOBEPHYTh TEKCT B siyelike Mof yriioM oT —429 mo 429 rpanycos

(cm. Pucynok u pasnen 2.11.7).

@opmar  Tabavua  [fandwe  Wootpyments Bug  OBwwih goctyn

WpngTe ’ v |12 v AT AT

BmpaeHueanne »

AR T e | A &

L]
Uncnosoi dopmar...

MoeopoT TekcTa B AE Her (07)
OBGnacTe nevaty » 27 ToeepHyTs BreBo Ha 90°
|% NosepHyTs BNpaso Ha 90°

CoxpaHvTe W30bpameHne..,

5

v [loeepHyTe BaeBo Ha 45°

& [NoeepHyTe ENpaec Ha 45°

dagats yroa r

Pucynok 692 — I[logmento IloBopoT Tekcra
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5. ObnacTp mewyaTH — pacredaraTb 33JaHHyI0 objactb jucra (cM. PucyHok

paznen 2.1.12.2.1.2).

®opmar | Tabavua  [Jaddoie  Wectpyments Bug  OBwwi goctyn

Wpndte g v |12 v AT AT
BmpaeHueaHne »
AR T e Av £

Yncnoeoi dopmart...

MoeopoT TekcTa r
O6aacTe Nneqvat r [paHuup oBA3cTH NeYaTk
CoxpaHnTe nzobpameHne.., Jagate obracTe Nevat

OYWMCTHTE 0BAACTE NEYATH

Pucynok 693 — [logmenio O61acTh meyatu

6. CoxpaHuTrhp u300pa:keHHe —  COXPaHUTb K300pakeHWe HAa  KOMIIbIOTEp

(cm. paspen 2.9.4).
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1.2.5 Menw «Tabauma»

Menro Tab6umma cofiepxuT ciiefytomiye KoMadabl (cM. PucyHok ):

Tabawua  fannwme  Woectpymentm  Bug  OBwwi goctyn  Hagctpoikw  Cnpaeka

TR BcraeuTh cTpoky Boiwe Alt=A = = = 7 L |
&5 BCTaBuThb CTPOKY HUMMkE Alt+B
w E.
E BrTaeuTe cTonBey, cnega Alt=L
JBHMBAHWE
B BeTaguTe cTonbew cnpaea Alt+R
F YganuTe cTpoky
H

ﬁ Yaanute cTtonbey,

CkphbIT CTROKY

MNokazate cTpoKY

CkpbiTe cToABELY,

Mokasate cTonbey
EE  OfbegnHute aueiin Ctrl+Alt+M
B PaznesuHuTe aueiiky Alt+5hift+M

MepeHoc no cnosam

3aKkpennTb BGpaHHBIE CTROKKW W CTONBLUE r JakpenuTe No rOpU3OHTANN

3akpenuTe No BERTUKAN

CHATL BCE JaKpEnAeHHA

Pucynok 694 — Mento Tabnuna

1. BcraBuUTH CTPOKY BBINIe — BCTAaBUTh HOBYIO CTPOKY HAJ[ BbIIEJIEHHOW CTPOKOM
(cMm. pasnen 2.2.5.7).

2. BcTaBUTH CTPOKY HIDKe — BCTaBUTb HOBYIO CTPOKY IIOJ] BBIJIEJIEHHOM CTPOKOH
(cm. pasmen 2.2.5.7).

3. BcraBurh crTosi0er ciieBa — BCTaBUTh HOBBIN CTOJIOEI] CJieBa OT BbIJIEJIEHHOTO CTOJIOIA
(cMm. pasgmen 2.2.5.6).

4. BcraBUTH CTOJI0EI] CIIPAaBa — BCTABUTH HOBBIM CTOJIOEIT CITpaBa OT BBIJIEJIEHHOT'O CTOJIOIA

(cm. pasgen 2.2.5.6).

Yaanurs CTPOKY — yOaIUTh BbIJIeJIeHHYIO CTPOKY (cM. pasgen 2.2.5.10).

YnanuTs crosben — yaanuTh BeJleJIeHHbIN cTosberr (cM. pa3aen 2.2.5.10).

CKpBITBH CTPOKY — CKDBITh BBIJIQIEHHYIO CTPOKY (CM. pasmen 2.2.5.4).

o N e w

IToka3aTh CTpOKY —0TOOPa3UTh paHee CKPBITYIO0 CTPOKY (CM. pazgnen 2.2.5.5).



10.

11.

12.

13.

14.
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CKpBITH CTOJIOEI] — CKPBITh BBIZIEJIEHHBIN cTosiber] (cM. pasnen 2.2.5.4).

IToka3arts crosben — 0ToOpa3uTh paHee CKPBITHIN cTosber] (cM. pasnen 2.2.5.5).
O0BenHUTH TYEHKH — 00beIMHUTD BhIJIeJIeHHbIe siueiKH B ofiHy (cM. pasmen 2.2.3.1).
PaszbequHuTh sl9eliKM — pa3leluTh sSYelKy, CO3[aHHYI0 IyTeM OObequHeHMs, Ha
HCXOJTHOE KOJIMYeCTBO stueek (CM. pasgnen 2.2.3.2).

IIepenoc mo cioBaM — BKJIIOYUTHL/OTKIIOUNATH GYHKIIMH MEepeHOCa TeKCTa IO CJIOBaM

BHYTPY BblJleJIeHHO! S'YelKU WY TPYIIIHI siueek (cM. pasfen 2.11.8).

3akpenuTh BBIOpaHHBIe CTPOKHM M CTOJIONIBI — IIPU BbIOOpe JAHHOIO ITyHKTA MeHIO

OTKPBIBAETCs MTOJIMEHIO CO CIeAYIOIUMY KOMaHaaMu (cM. PucyHok ):

— 3akpenuTh 10 TOPHM30HTAJM — 3aKpelUTb BbIOpaHHble CTPOKU (CM. pasjen
2.2.5.8.1);

— 3akpenuTh N0 BepTHKAJIH — 3aKPeNUTh BbIOpaHHbIe CTOJOIBI (CM. pa3zen 2.2.5.8.1);
— CHATh Bce 3aKpelUleHHS — OTMEHHWTb 3aKpeIuleHhe BCeX CTOJIOIOB, CTPOK U

obnacreii (cM. pasnen 2.2.5.8.4).
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1.2.6 Meuro «/Ianabie»

Mesto JlanHBbIe COJIEPXXUT CIleyroIue KoMaH bl (cM. PucyHok ):

«

N o v s

Jannme  MHctpyments Bug  OBww

3agath MMA...

OBHoBMTE cBOAHYH Tabauuy
HactpowTe ceognyo Tabauwy

YaanuTte ceoaHyo TaBauuy

[ pynNMpoBEaTE CTROKK

MpynnupoeaTe cTonbUbp

pn B &

OUWMCTUTE FPYNIMMPOEKY

Pucynok 695 — Mento JlaHHbIe

3agaTh UM — MPUCBOWTH WMMs siueiKe, TMANa30HY siueeK, KOHCTaHTe Wi ¢opmyrie
(cMm. pasnen 2.5.7.1.2).

OOHOBHUTH CBOIHYIO TA0/IHILy — 0OHOBUTH CBOJIHYIO Tabmuily (cM. pazzen 2.7.3).
HacTtpouts cBogHyI TaOJHIy — OTKDBITH IaHeJb YIIPABJIEHHs CBOJHOM Tabuuiiein
(cm. pazpen 2.7.2).

Ynanurs CBOIHYI0 TabJIMILy — y/IaIUTh CBOAHYIO TabiuIty (cM. pasmen 2.7.4).
I'pynnmupoBaTh CTPOKH — IPYIIIMPOBATh Bbl/leJieHHble CTPOKHU (CM. paszen 2.2.5.9).
I'pynnupoBaTth CTOJIONBI — FPYIIITMPOBATh BbI/leJIeHHbIe CTONOIEI (CM. pa3aen 2.2.5.9).
O4uCcTHTH IPYNITUPOBKY — OTMEHUTD FPYIITUPOBKY BbIIeJIEHHBIX CTOJIOIIOB UK CTPOK

(cMm. pazmen 2.2.5.9).
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1.2.7 Menio «MIlHCTPpyMeHTBI»

Menio MHCTpYMeHTBI COJIepXXUT Clleflytolye KoMaHbl (cM. PrucyHok ):

WMHetpymenter Bug  OBwwil goctyn Hagcrpoiikn  Cnpaexa

Mpaeonucanne P+ T[lpoeepka opdorpadun
HacTpaveaemblii choeaps Mpoeepra rpamMMaTMEd
MzmeHUTE AZbIK. .

BoipagHWBaHKE

Makpokomangsl r

Pucynok 696 — Menio MHCTpyMeHTBI

1. IlpaBommucaHue — BKIIIOYUTHb TPOBepKy opdorpaduu (cm. paszmen 2.4.5.1) w/wm
rpamMmaTHuku (cM. paszen 2.4.5.3).

2. HacrpauBaeMslii CJI0Baph — OTKPBITh HACTPauBaeMbIi CJIOBaph (CM. pasnen 2.4.5.2).

3. VIaMeHHMTB SI3BIK — U3MEHUTD SI3bIK TPUIIOXKeHus (cM. pasnen 1.9).

4. MakpokoMaHABI — NPU BbIOOpE JAHHOTO MYHKTA MEHIO0 OTKPBIBAETCS TOIMEHIO0 CO
clenyoimuMu koMmaHaamu (cM. PucyHok ):
— PegakTop MakKpoKOMaHJ — OTKPBITh PeIaKTOP MaKpOKOMaH[ (cM. paszen 2.13.1);
— 3anmcath MakpokoMaHAy (0era) — BBLINOJIHUATH 3aMCh  MAKPOKOMAH/IbI

(cMm. pasmen 2.13.1.1).

MHectpymentsr Bug  OBwwid goctyn HagcTpoikw  Cnpaexa

Mpasanucanne » + = — — — F K
HacTpaveaemel i choBape
v AB v =
MameHnTE AZBIK...
BbipaBHMBAHWE
Makpokomanael r Pepaktop MakpokomMaHg
E E JanWcaTe MakpokomaHay (Geta)

Pucynoxk 697 — Ilogmento MakpokomMaH/bI
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1.2.8 Mewnro «Bum»

Mesto Bup copepxuT cienyroiiide KoMaH bl (cM. PucyHok ):

Bug OBwwi goctyn  Hagcrpoikw  Cnpaexa

Macwrab - ¥BenMUnTE MaclTal
R1CT ¥meHbLWTE MacwTab
DakTHUSCKWIA pasmep Ctrl+0

Manens WHCTpyYMeHToE  #

1=

IHne qJwcno

Pucynok 698 — Mento Bun

1. Macmrab — HacTpouth Macitab yiicra (cm. pazzaen 2.3.6).

2. RI1C1 - ucnonb3oBaTh cTuiib ccbiok R1C1 (cM. pasmen 2.2.4.2).

3. IlaHenb HWHCTPYMEHTOB — HACTPOUTh BHEIIHWW BHJ| TaHeId HWHCTPYMEHTOB
(cm. paznen 1.3). [Ipu BeiOOpe JaHHOM KOMaH/Ibl OTKPBIBAETCS TIOJIMEHIO CO CJIeTyIONAMU

KoMaHjiaMu (cM. PrcyHoK ):

Brg OBwwih goctyn  Hagcrpoikn  Cnpaeka

MacwTab L —

A
T 5 i
R1C1

MaHens WHCTpymeHTOE ¥ & Crangaprhas

1 Fn

KomnakTHan

CkpmiTe NaHENs

~  HaspaHwa pazgenos

Pucynok 699 — Ilogmenio Ilaners HHCTPyMeHTOB

— CranpgapTHas — oToOpaXkaTh IlaHeJIb MHCTPYMEHTOB B CTaH/IapTHOM BHUJIE;

— KomnakTHas — oToOpaXkaTh IaHelb MHCTPYMEHTOB B KOMIIAaKTHOM BU/IE;

— CKpBITh HaHeJIb — CKPBITh IaHeJIb UHCTPYMEHTOB;

— Ha3Banmua pasgenoB — 0TOOpa3WTh/CKPBITh Ha3BaHWSI pa3lielioB  IaHed

WHCTPYMEHTOB.
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1.2.9 Menio «O0mmii ocTym»

Mento OOIHii JOCTYII COIEPXKUT ClieiyIolire KoMaH bl (cM. PucyHok ):

O6wwmid goctyn | HageTpoikw

HacTtpowTe goctyn

OTnpaenTe No nodTe...

Pucynok 700 — Mento O61umii JocTymn

1. HacTpouTh J0CTyNn — HAaCTPOMUTH JIOCTYII K ¢aiiaM B obiake (cM. pasgen 2.12.9).

2. OTnpaBuTh IO IOYTe — OTIPaBUTh pelaKTHpyeMbl (aij 10 3J1eKTPOHHOM IodTe

(cm. pazpen 2.1.8).

1.2.10 Menmw «Hanacrpoiiku»

Mento Hapcrpoiiku coniepxxut (cM. Pucynok u paspen 2.13.2):

Hagctpoiikw | Cnpaeka

Hagctpoiika r

¥npaeneHune HagcTpoMKamK

Pucynok 701 — Mento Haacrpoiiku

1. Cnoucok ycTaHOBJIEHHBIX HAJICTPOEK.

2. Komanny YnpasiieHue HaJCTPOHKaMHU — OTKPHITh OKHO YTIpaBJIeHHe Ha/ICTPOHKaMM.
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1.2.11 Meni «CnpaBka»

Mesntio CripaBKa COep>XUT ciiefiyroiire koMaHbl (cM. PucyHok ):

Cnpaeka

Cnpaeka F1
EricTpmie gefcTEMA Ctrl+f
O nporpamme...

Pucynok 702 — Mento CrnpaBka

1. CopaBka — OTKpPBITh CIIPAaBOYHBIE MaTepHabl 10 paboTe c mpuoxeHueM «MoiOduc
Tabmuiay.
2. DBbIcTphle nefcTBHUS — OTKPBITh OKHO OBICTPBIX JIeHMCTBUM (cM. pasnen 1.8).

3. O mporpamme — OTKpPBITb OKHO HHGOpMaIMK 0 porpamme (cM. PucyHok ).

O nporpamme et

) ®
MoitO¢duc™ Tabauua
gfl CBopka 3 ana Windows
MorOdwe CTaHgapTHBIA

Bepcwa 2.3

YenoBMA MCNoNb30BaHMA
MoanTrka kKoHD ML eHLWMaNEHOCTI

|_|pEIEICIEII:|IE' YEEedOMAEHWA

£ 000 «HOBLIE OBNAYHBIE TEXHONOMAK -, 2013-2023

3aKphITE

Pucynok 703 — Oxno O mporpamme
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1.3 IIanenns HHCTPYMEHTOB

B npunoxennu «MorOduc Tabimiia» MOXXHO U3MeHSTh BHEITHUM BUJI I1aHeJIM HHCTPYMEHTOB:
—  CKpbIBaTh/OTOOpaXkaThb pa3fielibl ¥ Ha3BaHUsI pa3/iesioB IlaHeIu HHCTPYMEeHTOB;

— BbIOMpaTh peXXuM O0TOOpaXkeHHs TaHeJId MHCTPYMEeHTOB MJIM CKPbIBATh ee C JKpaHa.

1.3.1 CKkpsITH WM 0TOOPA3HTh HA3BAHUSI Pa3/ieioB

[lanens wHCcTpymMeHTOB (cM. PucyHok ) B mnpunoxennmn «MorOduc Tabmumia»
COCTOUT W3 pa3fesioB. Kaxnblii pasfesl CONEpXXUT TPYIIy HWHCTPYMEHTOB, IpeHa3HauYeHHBIX
ISl BBITIOJIHEHUSI oripefieJieHHOM 3ajiauu. Hanpumep, pasnen Yucno cojepXUT UHCTPYMEHTHI JIJist

pelakThpoBaHUs popmara sueexk.

v 3% 0~ B XO Thames v 12 v AT AT = === % 2k OBwmi v g v =
Lg] . (__) Ii_) * K H AE) ; e ﬁ - 19 - ,piE), - 5 P O/o oo oo Bav

®ain Mpaeka WpudT BripaBHuBaHue Yucno Aueitiu

Pucynok 704 — [1aHenb HHCTPYMEHTOB

Ha3panust pasnesioB orobpaxaroTcs, ecid TMaHelb WHCTPYMEHTOB IIpe/iCTaBleHa B
cTtaHgapTHoM Buje (cM. paszen 1.3.3). Ing onThMuzanuu pabodyero MpoOCTpaHCTBA Ha3BaHUS
pa3ziesyioB Ha [aHeI UHCTPYMEHTOB MOXHO CKPHBITb.

J11s1 3TOTO BBINIOJIHWTE CIIeAYIOle IeUCTBHUS:

1. Beibepure nyHKT kOMaHAHOTO MeHIO Bup > Ilanenb uHCTPpyMeHTOB (CM. PucyHOK ).

2. B oTkpeiBIIeMcs noaMeHo cHuMuTe ¢raxok HazBanus pasgesos.

Bug OBwwi gocyn  Hagctpolkw  Cnpaeka

MacwTah 4 = =&
= =1 5 A
R1CT
MaHene MHCTpyMEHTOE * o CraHaapTHan
——— KomnakTHaa

CkpbITe NaHens

" HazeaHws pazgenos

Pucynok 705 — Komananoe menio Bup
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dnaxok HasBaHusi pa3pmesoB 3a0JI0KMPOBaH, eCiiv I1aHelb WHCTPYMEHTOB CKpBITa WU
oTtobpakaeTcs B KOMIIAKTHOM BHUJIE.

Yto6b! 0TOOpA3UTh HAa3BaHHUS Pa3zesioB, YCTAaHOBUTe JaHHBIN GIa’KOK TOBTOPHO.

1.3.2 CKpBITH WIH 0TOOPA3UTH pa3fiesibl

PaBI[eJIbI IIaHeJIn HNHCTPYMEHTOB MOT'yT CBOpPAYMBATHCA dBTOMdATH4Ye€CKH, npu
YMEH]:»H_IQHI/II/I/ YyBeJIM4eHHH pa3Mepd I'NIABHOT'O OKHA IIPUJIOXKeHHs, U1K BPYYHYIO.

YToObl CBepHYTb paszfiel MaHeld WHCTPYMEHTOB BpYYHYIO, HaBeJuTe KYpPCOpP MBbIIIH

HAa ero NpaByIo IPAHUITY U HAKMHTe KHOINKY * (cM. PucyHok ).

®ailn [paeka Beraeka @opmar  Tabavua  JadHwe

» .}{: ﬁ v ,l%l XO Thames
=y O C ‘X K d
dain Mpaeka IbLUDHDT

Pucynok 706 — Knonka cBopaurBaHus pasjiesna

YTo06BI OTOﬁp&BI/ITb HMHCTPYMEHTLI CKPBITOI'O pa3liejld, MOIeJIKHHWTe II0 HeMYy MBbIIIbIO

(cMm. PucyHok ).

Daiin  [paeka Beraeka @opmar  TaBavua

A c><:: KO Thames
= . KK U AB

dann Mpaeka LW pwdT
B6 % © v &
—

Pucynok 707 — UHCcTpy™MeHTEI pa3zerna
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YroObl pa3BepHyTh pases, HAKMHUTe KHOMKY * (cM. PucyHok ).

®ailn [paeka Beraeka @opmar  TabBawua

v <><o KO Tharmes

= w X K 4 AR
dain Mpaeka I"\F"LIJ|:|L*||:|T

Pucynoxk 708 — Knonka oToOpaskeHUs MYHCTPYMEHTOB pa3fiefia

1.3.3 U3mMeHuTH pe:xuM 0TOOpaKeHHs MaHeJIM HHCTPYMEHTOB

YT0oOBl M3MEHUTHb PeXUM OTOOpaXkKeHWs! MaHelu WHCTPYMEHTOB, BBIIIOJIHUTE Clelyloliye
JeUCTBUS:
1. Bribepure myHKT KOMaHIHOTO MeHIO Bup > Ilanens uacTpymenToB (cM. PrucyHok ).
2. B oTkpbIBIIEeMcsl IOJIMEHIO BbIOepuTe TpebyeMblil pesKiM 0TOOpaXkeHUs!:
— CrangapTHasi — UHCTPYMeHTHI PacIOJIOKeHbl B JIBé CTPOKH, Ha3BaHUs pa3fiesioB
otobpaxatorcs. IIpy HeoOXOIMMOCTM Ha3BaHMS pa3fiesioB NaHeJIM WHCTPYMEHTOB
MOXHO CKPBITB (M. pazzen 1.3.1).
— KommakTHass — MHCTPYMeHThI pacliojioXeHbl B OHY CTPOKY, Ha3BaHUSI pa3fiesioB
He 0TOOPaXKaroTCsl.

— CKprTI) IIaHeJIb — IIaHeJIb MHCTPYMEeHTOB He OTO6pa>KElETCH.

Brg OBwwi gocyn  HagcTpokkw  Cnpaeka

MacwTab r -
T 5 4
R1C1

Manens wHcTpymentos * & Crapgaprhas

1 Fr

KomnaktHan

CKpbITE NaHens

»  HasgaHwa pazgenoe

Pucynoxk 709 — Komananoe menio Bup
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HJIH 6bICTpOI‘O IepexkmodeHra MexXay CTaHAdPTHBIM U KOMITdKTHBIM PEKHUMOM OTO6p8)K€HI/ISI
IaHeJIM HWHCTPYMEHTOB HCHOHBBYIZTE KHOIIKH (KOMIIHKTHaﬂ InaHeJIb I/IHCTPYMGHTOB)

(cm. Pucynok ) u v (CTaHmapTHas HaHeJIb HHCTPYMeHTOB) (cM. PucyHok ).

B Zakpenure v ?
\ﬂ w @ Gf’/—) T
[laHHbie BcTaska

Pucynok 710 — Knonka KomMnakTHasi maHejib HHCTPYMEHTOB

'ﬂ'ﬁ FpynnupoBats

S
v o ? Fue @v@c’/f) aee

Pucynok 711 — Knonka CrangapTHasi maHeJIb HHCTPYMEHTOB
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1.3.4 Pa3nensl naHe I HHCTPYMEHTOB

1.3.4.1 Pazpen «dPaiinx»

Pazpen ®aiin copepxuT cienyomiyde KHOMKU (CM. PuUCyHOK ):

5 v
=

®ann
Pucynok 712 — Paznen daiin
1. (CoxpaHHuTh) — COXpPaHUTh HM3MeHeHHUs B TeKylleM JokyMmeHTe. [Ipy Hakatuu Ha

CTPeJIKy CIIpdBd OT KHOIIKHM OTKPbIBAETCS BBIIIQJAOIIUM CIIMCOK CO aregyronuvuMn

KoMaHJiaMu (cM. PucyHok u paspen 2.1.7):

|% c‘.j{, @ b é KO Thames
X K 4 AB
CoxpaHnTe Wi
CoxpaHWTe Kak...
C D

Pucynok 713 — Komanzas!l coxpaHeHHUs

— COXpaHI/ITI) — COXPAHUTDH U3MEHEHUS B TeKYyIlleM JOKYMEeHTe;

— CoxpaHUTBh KaK — COXPAaHWUTb HOBBIY dallyl WK CO37]aTh KOIMIO TeKyIero gaiina.
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2. = (BbicTpasa medaThb) — pacledaTaTh [JOKYMEHT, MCIIO/Ib3ys HACTPOMKM IedaTH
1o ymosiyaHuto. [ [py HaXkaTum Ha CTpesKy ClipaBa OT KHOIIKY OTKPbIBAEeTCS BbITIaAAIOITUI

CIIKCOK CO CJIeYIOIMMU KOMaHiaM4 (cM. PUCYHOK ):

= J{D ﬁ ~ é HO Tharnes
I_E'ﬂ% o C X K 4 AB
WpndT
|E;] EricTpan nedvats
D
MapameTpe CTRaHKUUB! W NEYaTh...
ZkcnopT e POF
Pucynok 714 — KomaHzp! nedatu
— bbicTpasgs meyaThb — pacrnedaraTtb JOKYMEHT, MCIOJIb3ysl HACTPOMKHU IIe4aTu
10 yMos4aHuio (cM. pasnen 2.1.12.2.3);
— IlapameTrpnl cTpaHuIbI M IIe4aThb — HACTPOUTh IlapaMeTpbl IeYaTd U

pacrnevararb JJOKyMeHT (cM. pazzen 2.1.12.2.2);
— Oxcnopr B PDF - skcnoptupoBath ¢ain B ¢opmare PDF wmmm PDF/A-1
(cMm. pazgen 2.1.10).
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1.3.4.2 Pazpnen «IIpaBka»

Pazpnen IIpaBka comepxuT cienyroliyde KHONKHU (cM. PucyHok ):

% @ &
—~

Mpaska

Pucynok 715 — Paznen IlpaBka

1. (Beipe3arts) — nomectuTh B 6ydep o6mMena OC BbliesieHHble JaHHBIE C UX YJaJleHueM
U3 JokymeHTa (cM. paznen 2.4.1.6).

2. (KommupoBatb) — nomectutb B Oydpep obmeHa OC BblerleHHble J1aHHBIe 0Oe3 KX
yaajeHust U3 JoKyMeHTa (cM. pasnen 2.4.1.6).

3. @ (BcraBuTh) — BCTaBUTH JIaHHble U3 Oydepa obmMeHa OC ¢ coxpaHeHHeM HCXOIHOTO
dopmaTtupoBanusi. [lpy HakaTMM Ha CTpeKy CIpaBa OT KHOIIKM OTKPBIBAeTCs

BBITIAIAIOIIMHI CIICOK CO CIIeIYIONIMMU KoMaHjaMu (cM. PrcyHok ):

] S J:L
-:': | ﬁ _‘E} [ KO Thames
<_"| |'H_> b
} ) ﬁ BeTaEuTe
Mpaska
BcTaewuTe 3HaYeHUA W dopmat
A BrTaEWTh TOMBKD 3HAYEHMA

Pucynok 716 — Komanab! BcTaBku

— BcraBuTh — BCTaBUTh JlaHHbIe U3 Oydepa odoMeHa OC ¢ coxpaHeHHEM HCXOJIHOTO
¢dopmatupoBanus (cM. pasgen 2.4.1.7);
— BcraBuTh 3HaueHus: 1 ¢popMaT — BCTaBUTh pe3ysibTaT BbIUKCIEHUs] GOpPMYJIbl C
CcoXpaHeHHeM UCXOJIHOTo popMaTrpoBaHus (CM. pasnen 2.5.6);
— BcTaBuTh TOJBKO 3HAUeHUs — BCTaBUTh JaHHble M3 Oydepa obmena OC 6e3
COXpaHeHUs: UCXOHOTo popMaTrpoBanus (cM. pasaen 2.4.1.7).
4. ) (OT™MeHHTH) — OTMEHHUTD TIOCTIe/IHee eHCTBIe, TPOU3BEIeHHOE C JOKYMEeHTOM.

5. (7 (IloBTOpPHTBH) — BEPHYThb PE3yJIbTaT [TOCIeIHEer0 OTMEHEHHOIO IeHCTBHUS.
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6. 5 (KomupoBats ¢opmarupoBanue) — komnupoBaTb B 0Oydep obmena OC
dbopmMaTtrpoBaHue BbJleJIeHHOTo ¢dparMeHTa Tekcta. [Ipu HaxkaThy Ha CTpeJIKy CIpaBa OT
KHOTIKM OTKPBIBAETCS BBITIAJIAIONIMNA CIHUCOK C OOBEKTAMU paHee CKOIMPOBAHHOTO

dopmaTtupoBanus (cM. Pucynok wu pasmen 2.11.12.3).

;{: ﬁ v |g% X0 Thames v 12 | w
o C 608 053,002
Mpaexa

CyMMapHEIe IpogaxH

A B 15.4

Pucynok 717 — O6bekTsl paHee CKOIIMPOBAHHOTO (POPMATHPOBAHUS
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1.3.4.3 Paznen «llIpudr»

Pazpen HIpudT comepxut ciieqyroiye UHCTpPyMeHThI (cM. PucyHok ):

10.

KO Thames v 12w AT .ﬁ+
X K Y AB T = Av &
WpudT

Pucynoxk 379 — Paznen lllpugt

X0 Thames |~ _ hopmaTvpoBaTh BbIIeJIeHHbIN (pparMeHT TeKCTa B COOTBETCTBHHU C

yKa3aHHBIM BUIOM 1ipudTa (cM. pazaen 2.11.1).

12 ¥ — popmaTrpoBaTh BbIleJIEHHBINM HPAarMeHT TeKCTa B COOTBETCTBUM C YKa3aHHBIM
pa3mepom tmpudTa (cM. pasaen 2.11.2).
A~ (YMeHbHmMTH pa3sMep mpudTa) — YMEHBIIWTb pa3Mep wIpudTa BbIEIEHHOIO
¢dparmeHTa TeKCTa Ha OJIUH IMyHKT (cM. pa3gen 2.11.2).
AT (YBemnmuurh pasMep mpudTa) — yBEIMYMTH pa3Mep IMpUQPTa BHIIEIEHHOIO
¢dparmeHTa TeKCTa Ha OJIUH IyHKT (cM. pa3gein 2.11.2).
K (ITomyxupHLBIi) — W3MEHWTL TUN Ha4YepTaHWs BBIIEIEHHOTO (parMeHTa TeKCTa
Ha MOJIYKHPHBIH (cM. pasznen 2.11.3).
K (KypcuB) — M3MEHUTh THMI HadepTaHWs BbIIEJICHHOTO pparMeHTa TeKCTa Ha Kypcub
(cm. pazpen 2.11.3).
Y (ITom4epkHyTHIi) — U3MEHWTH THII HAaYepTaHWs BHIIEICHHOrO (parMeHTa TeKCTa

Ha NOIYepKHYTHIN (cM. pasnen 2.11.3).

AP (Bce mponucHbIe) — Mpeobpa3oBaTh BCe CTPOUYHBbIe OYKBBI BbIJIeJIeHHOTO (pparMeHTa
tekcta B [IPOITMCHBIE (cm. pazpen 2.11.3).

T (3auepKHYTBIH) — U3MEHUTb TUI HAayepTaHHUs BbIIEJIEHHOTO ¢pparMeHTa TeKCTa Ha
savepkHy Tt (M. pasnen 2.11.3).

=== (Jlpyrue Bo3MokHOCTH (OpMaATHPOBAHUS) — IIPU HaXXaTWUW HA JAHHYIO KHOIIKY
pa3BOpayMBaeTCs MOJIMEeHI0, KOTOpPOe COIepXKUT cileflyiolire KoMaH bl (cM. PucyHok u
paznen 2.11.3):

— X. (IlomcTpounbrnii 3Hak) - 0QpOPMHMTL BHLIOpAHHBIA  (parMeHT —TeKCTa

B BUJIE noacTpouHbix 3HAKOB
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— : HaI[CT OYHBIM 3HAK — OPOPMUTH BbIOpAHHBIN dI'MeHT TeKCTa
p P P P
B BI/IHe HaZCTPOYHbIX 3HAKOB.
KO Thames w12 v AT .-"':'\+ = = BE=
4 —_—
X K Y4 AB T e Av £v' 88
Wpwr X: Xﬂ &;I::_. .EE: .ELIE:. BoipaBHABaHKWE

Pucynok 380 — [Ipyruie Bo3MoXXHOCTH pOPMaTHUPOBAHHS

— 4B (YnnorHenHblit) — yCTAaHOBUTL YITIOTHEHHBII MHTEpBal MEXIy CHMBOJIAMH B
BbIOpaHHOM (pparmMeHTe TeKCTa;
— B (OGBIuHBII) — yCTAaHOBUTH OGBIYHBII HHTEPBA MEX/Ty CUMBOJIAMH B BEIGPAHHOM
(dparmeHTe TEKCTa;
— 4D (PaspesxennsIit) — yCTaHOBUTDL pa3peXXeHHBIH MHTEPBAT MEX/Ty CHMBOIAMU B
BbIOPaHHOM (parmMeHTe TeKCTa.
11. i (IIBet TexkcTta) — GOpMaTUPOBATh BbIJIeJIEHHBIM (pparMeHT TeKCTa B COOTBETCTBUU

¢ BbIOpaHHBIM 1BeToM IipudTa (cM. PucyHok u pasgen 2.11.4).

XO Thames v 12 v ATOAY = = ==|7F
O 1 J—
x#:HM$HWﬁ%§v@vz
WpudT
LlpeTa Temb:

HEEEEE

Apyrue ugeta...

Pucynoxk 381 — LIBeT Tekcra
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12. % (IIBeT BBIZEJIEHHSI TEKCTA) — BBIIEIUTh GparMeHT TeKCTa BhIOPAHHBIM ITBETOM

(o Tumny mapkepa) (cM. Pucynok u paznen 2.11.5).

XO Thames v 12 v AT AT = = = =17 3

K Y AR T w A Q%‘_E;VE

HeT nocneiHiiy LBETOR

Bes ueeta

Pucynok 382 — LIBeT BbIziesieHUsI TeKCTa
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1.3.4.4 Paznen «BbipaBHUBaHMe»

Pa3nen BelpaBHHBaHHe COJIePXXUT Clle[lyrolIye KHOIKU (cM. PucyHok ):

]
il
1l
dlf
-
3l
-

AE =
i ]

BblpaBHWBaAHKWE

Pucynok 383 — Paznen BelpaBHUBaHue

1. = (BBIpPOBHSATH TEKCT II0 JIEBOMY KPal0) — BBIDOBHSTh TEKCT I10 JIEBOMY Kpalo siYerKu
(cm. pazgen 2.11.6).

2. = (Ilo meHTpY) — BBIPOBHATH TEKCT I10 [IeHTpY siueliky (cM. pasgen 2.11.6).

3. —= (BBIPOBHATH TEKCT IO NPaBOMY Kpalw) — BBIPOBHSATH TEKCT IO IPaBOMY Kpaio
siueriku (cM. pazgen 2.11.6).

4. = (BbIPOBHAITH TeKCT II0 INHPHHE) — BBIPOBHATH TEKCT II0 IIMPUHE SYeHKd
(cMm. pazgen 2.11.6).

5. 7 (Ilo BepxHeMy Kpalw) — BLIPOBHATL TeKCT II0 BepXHeMy Kpalw S4YedKu

(cm. pazpen 2.11.6).

4+ .
6. 3 (BI)IPOBHHTI) TEKCT II0 IIEHpr) — BBIPOBHATb TeKCT II0 cCepedurHe d4YerKH

(cm. pazpen 2.11.6).
7. 2 (Ilo wmxHeMy Kpaw) - BBHIPOBHATH TeKCT [0 HWKHEMY Kpalo SYeHKH

(cMm. pazgen 2.11.6).
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8. B (IToBopoT TexcTa) — yKasaTh yroJ OBOPOTA TeKCTa B BLIIEJIEHHOH CTpoKe/cTonbIle,

s4eliKe WIX quanasoHe sideek (cM. PucyHnok u paspen 2.11.7).

B = = = ? % i Cowmia b
JE— 4 — —
.-’.‘L}E I}) — P n.f"lﬂ o0 o0
Yucno
AR Her(om

QT MNoeepHyTe Breeo Ha 90°
1@ MoeepryTe BNpaec Ha 90°
W [NoeepHyTs BReBo Ha 437

{fd‘ MoeepHyTe BNpaes Ha 457

3agate yron o W

Pucynok 384 — IloBopoT TekcTa

9. —o (IlepeHoc TmoO cJI0BaM) — pacHOJIOXUThL TeKCT B BbIIEJIeHHOM sueiike

1o muprHe crosibna (cm. paznen 2.11.8).
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1.3.4.5 Pazgen «Hucmo»

Pazpenn Yucio copiep xuT ciieyronye KHONKY (cM. PucyHok ):

Cowmin w

P na"’c: oo Qo

Yucno

Pucynok 385 — Paznen Yucio

1.  Obwwi ¥ (Yucnooit ¢opmar) — BbiOpaTh ¢opMmar Ui BBIIEJIEHHBIX SYeeK
(cm. paspen 2.4.2.3).

2. P (enexubiii ¢popMar) — 0TOOpa3UTh COlepXKUMOe BbIJIeJIeHHBIX siueeK B JIeHEeXXHOM
dopmare (cm. pasnen 2.4.2.2.3).

3. % (IlpouentHbIii ¢opMar) — O0TOOPA3UTH COMEPKUMOE BbIIEJIEHHBIX SYeeK B
nporieHTHOM dopmare (cM. paspen 2.4.2.2.6).

4. 99 (YmenbmmTH Pa3pAIHOCTB) — COKPATHUTh KOJIMYECTBO OTOOpakaeMbIX pa3psiioB
CITpaBa OT 3alSTOM B YHMCJIAX, HAXOASIIMXCS B BBIJIEJIEHHBIX siYedKaX W BHIDAKEHHBIX B
BUJIE JIeCATUIHOM Apobu (cM. paspen 2.4.2.5).

5. 99 (YBemnuuTh pa3psifHOCTb) — YBEJIMYUTh KOJIMUECTBO OTOOpakaeMbIX pa3psiioB
CITpaBa OT 3alSTOM B YHMCJIAX, HAXOASIIMXCS B BBIJIEJIEHHBIX siYeHKaX W BHIDAKEHHBIX B

BUJIE JIeCATUIHOM Apobu (cM. paspen 2.4.2.5).



349
502220.29144487-2016-01 34

1.3.4.6 Paznen «Slueiiku»

Pazpnen SIueiiku comepxuT cienyroiiyde KHONKMU (cM. PucyHok ):

SvE maS®m B\
M~ B oH B ef~

Auenkn

Pucynoxk 386 — Paznen fueiiku

fe

1. 45 (IBer 3a;1MBKM) — BLIOPATh 1IBET 3alI0JIHEHUS BbIJIeJIeHHOM sueiiku (cM. PucyHok u

pazmen 2.11.10).

£|;§ mEEw B/ T i
| oo v 5]
W'

HeT zanuekn
I Hble Bcraeka

LipeTa TEMBI:

0 HaEEEE p a

Opyrue yeeta...

Pucynoxk 387 —1IBet 3amuBku

2. (2 (O6pequauth s9eiiku) — 0OLEIUHUTH WM pa3beJIMHUTL BbIJleJIeHHbIe STYeUKU

(cMm. pazpnen 2.2.3).
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3. HH - HaCTPOUTh OTOOpakeHWe, TUIl U NBET JIMHUMA TPaHUI] BbIODAHHOM SYEMKU WITH

IuvanasoHa sueek (cM. Prucynok 1 u paznen 2.11.11).

HE‘ Ie BcraBka

e B p

= / HeT rpaHuy

MocaegHue LEETE:

UeeTta Temb:

HEENEN
Apyrve UpeTa...
Pucynoxk 1 — Hacrpoiika rpanuil
4., ™h (BcraBUTH CTPOKY BBINIe) — BCTaBUTh HOBYIO CTPOKY HaJ BBIIEIEHHOU
(cMm. pasmen 2.2.5.7).

5. & (BcraBUTH CTPOKY HHIKe) — BCTABUTb HOBYIO CTPOKY IIOJl BblJIeJIeHHOU

(cm. pasmen 2.2.5.7).
6. E (BcraBuTh cToOJIOEI] CIeBa) — BCTABUThb HOBBIM CTOJIOeIl CleBa OT BBIIEIEHHOTO

(cm. pasgen 2.2.5.6).
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7. ﬂ (BcraBuTh CcTOJIOEI] CIIpaBa) — BCTAaBUTb HOBBIA CTOJIOEI] CITpaBa OT BBIJIEJIEHHOTO
(cm. pasgen 2.2.5.6).

8. o (YaJHTh CTPOKY) — VIAIUTh BEIIETIEHHYIO CTPOKY (cM. paszen 2.2.5.10).

9. $ (Y manuTh cTosiden) — yAauTh BIJleJIeHHbIN cTonberr (cM. pasgen 2.2.5.10).
10. ¥ (3akpenuThb) — 3aKpeNUTh BbIJIeJIEHHbIE CTPOKH WM CTOJNONBI. [IpyM HakaTuu Ha
CTpelKy CIpaBa OT JAHHOW KHOIIKM OTKDBIBAeTCS IOJMEHI0, KOTOpOe COHEepXKUT

cienyomye komasasl (cM. Prucynok 2 u pasgen 2.2.5.8):

= @@Elﬁﬁ%? g e

33K|JE‘I’IHTI:| no ropy3oHTany

Jak PFENHUTE NO BEPTUEKANA

M N B 3akpenuth BpiBpaHHbie cTROKK W cToNBLE
E®  3akpenuts ofinacts

PucyHok 2 — YripaBieHue 3akperyieHHbIMU 3JIeMeHTaMuU

— 3akpenuTh 0 FTOPU30HTAIH — 3aKPENIUTh BbIOpAHHbIE CTPOKY;

— 3akpenuTh 0 BePTUKAIH — 3aKPEITUTh BLIOPAHHbIE CTOJIOIBI;

— 3akpenuTh BBIOpaHHBbIe CTPOKH U CTOJIOIBI — 33aKpelNUTh OJHOBPEMEHHO U
BbIOpAHHbIE CTPOKH, U BbIOpaHHbBIE CTOJIOIIHI;

— 3akpenuTh 00JIaCTHh — 3aKpenuTh 00JIACTb, B KOTOPOW BepxHeM JieBOW suerKou
apnseTcss sdeiika Al, a mnpaBod HWXKHeM s4YedKOM — s4eilKa, yKa3aHHas
I10JIb30BaTeNeM;

— CHATB Bce 3aKpeIvieHus — OTMEHUTD 3aKpellyieHrne BCeX CTPOK U CTOJ'I6I_[OB.
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11. ¢f (IpynmmpoBaTh) — TPyNIIHMPOBAaTh BEIOpaHHBIE CTPOKY WK CTOJOILI. [Ipu HaxkaTuu

Ha CTpeJIKYy CIIpdaBd OT JAHHOM KHOIIKH OTKPpbIBA€TCH IMOJMEHI0, KOTOpOe COHOepKHUT

cnenytomye koMaH bl (cM. Pucynok 3 u pasgen 2.2.5.9):

'ﬂ'ﬂ [pynnupoBaTe CTROKK

N ,:g:, [pynnupoeate cTonbue [

20

Pucynok 3 — I'pynnuposka

— I'pynmmpoBaTh CTPOKH — IPYIIIMPOBATh BblJleJIeHHbIEe CTPOKHY;
— I'pynmupoBarth CTOJIONBI — PYIIIMPOBATh Bbl/leJIeHHbIe CTOJIOIBI;

— O4ucTHUTH TPYNNHUPOBKY — OTMEHUTb I'PYIIMPOBKY BblIeJIeHHBIX CTOJIOIOB WK

CTPOK.

1.3.4.7 Paznen «/lannbie»

B paspesne lanubie (cM. PrcyHok 4) pacronioykeHa KHOIIKA v (CopTupoBka u GuiIbTp), C

IIOMOIIBIO KOTOpOfI onpegeidaercda Oudlla30H OdHHbIX  [IJId Cl)I/IJIpraHI/II/I U COPTHUPOBKH

(cMm. paznen 2.2.6).

?v

daHHble

Pucynok 4 — Paznen Jlannsie
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1.3.4.8 Paznen «BcraBKa»

Pazpnen BeraBka cosiepxuT ciiefiytoiiye KHOIKU (cM. PucyHok 5):

o~ B9 B4 &

Bcraska

Pucynok 5 — Paznen BecraBka

1. ﬂ (Muarpamma) — BCTaBUTb JUarpamMmy (cM. paszen 2.8).
Hj (CBopmHas TabuIa) — BCTABUTH CBOIHYIO TabHITy (CM. pasmen 2.7).
D (A300paxkenue) — BcTaBUTh M300pakeHue (cM. paszen 2.9).

-

{_',;' (CcpLnka) — BCTaBUTh TUIIEPCCHUIKY (CM. pasfen 2.4.3.1).

A

LLL (BCTaBKa) — IIPU HA’KATHUHU Hd IdHHYIO KHOIIKY OTKPbIBAETCA IIdHEJIb BCTABKY, KOTOPAd

COJIepXKUT Ciieflytoliiie KHonku (cM. PucyHok 6):
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ol ~ 2%

Wzobpaxerue... ~
TekcToBCE NOAE
[T] 1Q
M 0] 5
=
(L) Durypa ¥ /.
DUU Jwnarpamma ¥ 0
-
I CeogHan Tabanua
::)( DyHEUMA...
(_;’-‘} Cebinka...
@ JameTka
D Nt
I
Jata
|: l\::l Bpema

Pucynok 6 — [lanenb BcTaBku

- H3o00pakeHne — BCTaBUTh U300paxkeHre (cM. paszen 2.9).

- :_: TexcToBoe moje — BCTaBUTh TeKCTOBOe Tojie (cM. pasnen 2.10.2).

- Jj ®durypa — BcraButh ¢urypy (cm. pasgen 2.10.1).

— |'I”_f Jquarpamma — BCTaBUTh IMarpamMmy (cM. pasgen 2.8).

- CBopnast TabiuIa — BCTaBUTh CBOJIHYIO Tabiuily (cM. paszen 2.7).

- Fx ®ynknmsa — BCTaBUTh QyHKIHMIO (M. pazfen 2.5.4).

— .:’_f-”" CchUIKa — BCTaBUTh TUIIEPCCHUIKY (CM. pa3gen 2.4.3.1).

- @ 3aMeTka — BCTaBUTb PYKOIIMCHOe IIpUMedYaHHe K BBbIJIeJIeHHBbIM siYeliKam
(cMm. paznen 2.4.4).

— D JIncT — BCTaBUTH B IOKYMEHT HOBBIH JIUCT (CM. paszen 2.3.1).

- E JlaTa — BCTaBUTH TeKyIyto naTy (cM. paszaen 2.4.1.5).

- 'E' Bpems — BctaBuTh Tekyllee BpeMs (cM. pazfen 2.4.1.5).
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1.3.4.9 Paznen «CBogHasa Tadauma»

Ecmm B pgokymeHTe BbilleJleHa CBOJHAasi TaOjiMlla WM OAHA/HECKOJIbKO  siueeK
U3 ee JuamazoHa (cM. pasmen 2.7), TO HA TaHEIW HWHCTPYMEHTOB OTOOpaXkaeTcs

pasnen CBogHasa TabyMIa, KOTOPBIKA COIEPXKUT Ciieflytoliie KHOMKH (cM. PucyHok 7):

Ty,
7 OBHoBUTE @,

LAl
287 Hactponts

CeogHan Tabawwa
Pucynok 7 — Paznen CBognas Tabauma
1. E:; OO6HOBHUTH — 0OHOBUTH CBOAHYIO Tabmuiy (cM. pazzen 2.7.3).

2. 97 HacTpouTh — OTKPHITH ITaHeJIb yIIpaBJieHus: CBOAHOM Tabnuien (cM. pasnen 2.7.2).

3. B (Ynanuth cBOHYI0 TAOJIMILY) — YIAIUTh CBOAHYIO TabuIty (cM. pasmen 2.7.4).
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1.3.4.10 Pa3nen «Juarpammar»

Ecimm B nokymenTe BbifesieHa JuarpamMma (CM. pasgen 2.8), TO Ha NaHeJIud UHCTPYMEHTOB

oTtobpakaercs pasjen JluarpaMma, KOTOPBIN COJIEPXKUT CIIeAyoIe KHONKY (cM. PrucyHok 8):

“_i h IE hd e‘ {C:'} HactpouTe
|_,'>< w |E w @l& ¥aanmTe

Owarpamma

Pucynok 8 — Paznen luarpamma

1. |I_I| (I'mcrorpamma) — co3aTh rUCTOrpaMMy BbIOpaHHOTO THMa (cM. PucyHok 9).

“_l I}b E ~ e' {C:'} HacTpowTe L | . IJE‘

Ik Tucrorpamma o rpynnuposkoil
]
52 [wcTorpamma © HaKonAEHWEM

H
=
ull HEIFIMMFIEIE-EHHEH FTMCTOrpanmma C HakonaeHMem

Pucynok 9 — 'ucrorpamma

2. |= (J/InneiiuaTas muarpamMma) — CO3/1aTh JIMHEMYATyIO JAuarpaMMy BbIODAaHHOTO THIIA
(cMm. Pucynok 10).

I'_ w Ii ~ “ {3} HactponTe M ==
W o

NMuHelvatan guarpamma © rpynnupoekoi
Auarpam

s=  [fluHeiiuatan AUarpaMma ¢ HaKOMAEHWEM

HIZI['ZIMMFIDE-EHHHH NWHEeNMuaTana AWarpamma C HakonaeHWem

Pucynok 10 — JIuneruaras auarpamMma
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3. @ (KpyroBas muarpaMma) — CO3/IaTh KPyrOBYIO JUarpaMMmy.

4. | (I'padux) — coznate rpaduk BbiOpaHHOTrO THMA (CM. PrcyHok 11).

I'_i h Ii b e E:'} HacTponTs

|£ el |E b 0 AaN1Th
8 -

|£ lpaduk

. o0 Avarparea v IZE‘ “BoAHaA TaBMLa

w

paduk c HakoneHWew

B

HopmupoeanHei rpadik © HaKoNAEH e

K3

lpaduk c Maprepammi

3

[paduk C HAKONASHUEM W MaPKERaNMK

i

HopunpoeaHHei rpaduik © HAKOMAEHWEM W MAPKEpaMi

Pucynok 11 — I'padux

5. [ (JuarpaMma c 00JIaCTSIMHM) — CO3/IaTh AMArpaMMy C 00JIaCTSIMH BBIOPAHHOT'O THIIA

(cMm. Pucynok 12).

e v [= v @ <O Hacrpours _
|£ b IE "% mh YaamTe 4 D“U Hwarpamna Iﬁl

Auarpami
B [warpamma c obracTamm

B2 [warpamma ¢ oBaacTAMK M HaKOMAEHWEM

m HD[‘JMM[‘JDE-EHHEH Auarpamma C OBABCTAMM M HAKOMIEHWMENM

Pucynok 12 — Jlnarpamma c obnacrsamu

1. {§} HacTpouthb — OTKPBITH OKHO HACTPOEK JUarpaMMbl.

2. |1y, Ymamurs — yranuts quarpamMmy.
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1.3.4.11 Pa3nen «M300pazkenue»

Eci B nmokymeHTe BbifieieH PUCYHOK (CM. pasfien 2.9), TO Ha MHaHeJIW WHCTPYMEHTOB
otobpakaercs pasnen zoopaxkenne (cMm. PucyHok 13).

B nanHoM paspesie pacnosiokeHa KHOIIKA @, (Yaanurs uzoopaxenne) (cMm. pasnen 2.9.5).

Ed

MzoBpas...

Pucynok 13 — Paznen A3o0paxenne
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1.3.4.12 Pa3nen «Purypa»

Ecm B pmokymenTe BbijlesieHa ¢urypa (cM. pasgen 2.10), To Ha maHead WUHCTPYMEHTOB

otobpakaercst paznen Purypa, KOTOPbIH COAEPXKUT CIlelyrolye KHOMKY (cM. PucyHok 14):

£ UeeT 3anmekn  + MoaroHATE pasMep rﬂ
— L]
== Kontyp v

®urypa

Pucynok 14 — Paznen ®urypa

1-{::)
1. == IIBeT 3aTMBKU — 3aNI0JTHUTH QUTYPY 1[BETOM WK M3o0pakeHreM (cM. PrcyHok 15 u

paznen 2.10.3).

[2 LeeT 3a0MEKK \% MoaroHATE pasMep rﬂ

L]

HeT 3an1BKK

Llgeta Temb:

H BEGEEEE

Apyrue upeta...

HMzobpaxeHne:

Embpate...

Pucynok 15 — Knornika IIBet 3amuBku
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2. e KOHTYp — OnpeniesiuTh I1[BET, TOJIIMHY U TUII JIMHUU KOHTYpa ¢uryps! (cM. PucyHok 16

u paznen 2.10.4).

ﬁ UpeT 3anmekn ¥ MoaroHATE pasmep rﬂ

= Kormyp % ‘

HeT koHTypa

LlpeTa TEMbL:

IIIIIIII
-

Jpyrue upeta...

ToawwuHa AMHARK: 0,25 pt

Pucynok 16 — Knonka Kontyp

3. IloaroHaTs pasMep — NOJOrHATH BBICOTY UIYPHI IO/, PACIOJIOXKEHHBIM B HEH TEKCT

(c™. paznen 2.10.6).
4. 'ﬂ (Yoanurs ¢urypy) — ynanuts urypy (cm. pasgen 2.10.8).
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1.3.4.13 Paznen «Taoiauma»

Ecnu B mokymeHTe BbIIeNIeH 37IeMeHT «yMHOM» TaOJIUITbI WA «yMHasDy TabJTUIa IETMKOM (CM.
pazzen 2.5.8), To Ha TaHeIn UHCTPYMEHTOB OToOpakaeTcs pasnen Taomuna (cMm. Pucynok 17).

B nanHoM pasnesne oTobpakaeTcsi Ha3BaHHe «yMHOM» TabJIUIIbL.

TaGawual

Tabnuua

Pucynok 17 — Paznen Tabnauna
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1.4 Ctpoxka ¢popmyn

B crpoke ¢opmyn orobpakaeTcs HWCTHHHOE COIEPXKUMOe BbIIeJICHHOW — STYeMKHU.
Hampumep, B siueiike Al (cm. PucyHok 18) orobpakaercs 4uucio 1 U COOEpXXUTCS 4YUCIO 1;
B siueiike A2 oToOpaXkaeTCst YMCIIO 2 U COJIEPXKUTCS YUCIIO 2; B sdeiike A3 oToOpaXkaeTcsl YUCio 3,

HO cofiepXUTcst popmyria, pe3ysibTaTOM BBIYUCIIEHUS] KOTOPOU SIBJISIETCS YUCIIO 3.

A1 v fx 1
A B C ) E
1 1
2 2
3 3
4

Pucynok 18 — Conep>xumoe siueiiku Al B cTpoke hbopmyit

A2 v  fx 2
A B C D] E
1 1
2 2|
3 3
4

Pucynok 19 — Copepxxumoe siueiiku A2 B ctpoke GopMyn

A3 v fx =C¥YMM(AL; A7)
A B C D E
1 1
2 2
3 3]
4

Pucynok 20 — Copepxxumoe siueiiku A3 B cTpoke GopMyIt
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1.5 BokoBag nanejin

bBokoBasi maHesib COJEP>KUT Cllefyole KHONKY (cM. PrucyHok 21):

—  f=f — OTKPHITH NaHeJIb CChIJIOK Ha 06pa3oBaTelbHbIe pecypchl (cM. pasaen 2.4.7). Knonka
otobpaskaetrcs 1pu pabote c npusoxkenrneM «MoiOduc Tabmmia» B cocTaBe MPOAyKTa
«MoitOduc ObpazoBaHHE).

- Q — OTKPHBITH TTaHeJTb IOMCKA ¥ 3aMeHbI JJAaHHBIX B JJOKyMeHTe (cM. pa3zen 2.4.6).

— X — OTKpBITL MaHeN b GyHKIME (CM. paszen 2.5.4).

- 0 — OTKPBITh JIMcIieTdep uMeH (CM. paszen 2.5.7).

— [ld] — oTkpeITb TaHenb ymnpaBieHUs CBOAHOM Tabmuiei (cm. pasfen 2.7). Kuomka
oToOpaxkaeTcsl, ecyid B JOKYMeHTe BblJleJIeH 3JIeMeHT CBOJIHOM TaOJIUIIbI.
- @ — OTKpBITb TaHejib paboThl C MakpokoMmaHaamu (cMm. pasfen 2.13.1). Kuormka

oTobpaxkaeTcs, eciid B JOKYMeHT io0aBjieHa XOTsl Obl 0JlHa MaKPOKOMaH/a.

@ [

&

@

L + 100~

Pucynok 21 — BokoBas maHesb
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Ecim mokyMeHT OTKPBIT U3 001a4HOr0 XpaHWIHIIa (CM. pazzent 2.13), To Ha 60KOBOM MaHeNu
Takxe OTOOpaXkaeTCsl CIIMCOK pelleH3eHTOB, KOTOPble OJIHOBPEMEHHO C TeKYIHMM I0JIb30BaTeeM

BeIyT paboTy Ha/l 3TUM JIOKYMEHTOM.

OyHKIMKU paboThl B 06J1aKke ¥ COBMECTHOT'O peIaKTUPOBaHHS JOCTYIHBI MPU HAIAYUU

cepBepHoi yactu «MoOduc Ciyxxebubiit» / «MorOduc 3amuinéntoe O61akoy.
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1.6 Bxuragku J1ucToB

Bxmanku mucroB (cM. PucyHok 22) momoraioT MOJIb30BaTesito IepeMeliaTbCs M0 JIMCTaM
3JIeKTPOHHOMW TaOJIUIIBI.

Pabota c mucramu mogpo6HO omnrcaHa B pasfene 2.3.

14
15
16
17

Nuctl Nuct2 m +

Pucynok 22 — Bxiaiku 1McToB

1.7 Ctpoxka cocrossaus

B cTpoke cocTosiHUs comepkaTcs cieqyrolye JaHHble U MHCTPYMeHTHI (cM. PucyHok 23):

— UWHAMKATOP COCTOSIHUS TOJIKJIIOUEHHsl K cepBepy — oToOpakaeTcsl, eciii B MPUJIOXKEeHUHN
OTKPBIT JOKYMEHT, PACIIOIOXKeHHbIN B 0bjiake (cM. pazpen 2.12);

— YpOBeHb IpaB JIOCTYIA K JOKYMEHTY — OTOOpakaeTcsl, eClIi B NPUJIOXKEHUH OTKPBIT
IOKYMEHT, pacloJIOXKeHHBbIM B OOJIAYHOM XpaHWIMINE, W TIOJb30BaTe/lb He SIBIISIeTCs
aBTOPOM JJaHHOTO JIOKyMeHTa (cM. pa3gen 2.12.2);

— 3HauyeHMs aBTOMAaTH4eCKH MOACUMUThIBaeMbIX GpyHKIMM (CM. pa3zgen 2.5.2);

— UWHCTPYMEeHTHI /IJIs U3MeHeHUs MaclliTaba TeKyImero jucTa (cM. pasgen 2.3.6).

@ Ectb nogknkoueHme ¢’ PepakTnpoBaHune CYMM 0 CP3HAY 0 MWH 0 MAKC O CHET3 0 lﬂ = L + 1008 v

Pucynok 23 — Ctpoka cocTosiHUS

(I)YHKI_[I/II/I pa6OTbI B 0OJIaKke ¥ COBMECTHOI'O pedaKTUpPOBaHU NOCTYIIHBI IIPY HaJIMYHUN

cepBepHoi yacTu «MoiOduc Cyxxebnbii» / « MorOduc 3amuménnoe O61akoy.
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1.8 OxHo OBICTPHIX JeHiCTBHI

OxHo ObICTpBIX HeiicTBUH (cM. PrcyHok 24) mpeaHasHayeHO [isi OBICTPOTO BBIIIOJIHEHHS
KOMaH/I, KOTOpbIe Cojiep)kKaTCsl B KOMaHIHOM MeHIo (cM. paszen 1.2).

YToOBI OTKPBITH JAHHOE OKHO, BBIIIOJIHUTE OJJHO U3 CJIelyI0IIMX J1eMCTBUI:

— Bribepute nyHKT KoMaHHOTO MeHIO CripaBKa > BeICTpEhIe qeicTBHS.

— Haxwmwure coueranue kinau Ctrl+/ npu pabore B OC Windows / OC Linux.

Co3gate trl+
Cozgate no wabnony..
OTEpBITE...

OTepwTe B obaake...
Bolith B ofinako
Ckauatk...

JarpyznTe dain..
CoxpaHnTe

CoxpaHuTe Kak..
3KCNOPT...

JagaTe napoik...

EBwicToan nevate

Pucynok 24 — OKHO OBICTPBIX IEACTBHMA

Jly1s BBIOOpa KOMaH/bl U3 CIIMCKA BOCIIOJIb3YHUTECh OAHUM U3 CIIeYIOLIUX CIIOCOOO0B:
— IIpokpyTuTe CIIMCOK A0 HY>KHOH KOMaH/bl C IIOMOIIBIO KOJIECUKA MBIIIA WU IIPaBON
BepPTUKaIbHOM T0JIOCHI MPOKPYTKU. [loTBEpiKTe BBIOOP KOMAH/IbI LIETYKOM MBIIIU WU

HaxatveM kiaaBumiy Enter.
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— Haunure BBOAUTH Ha3BaHME KOMaHJbl B CTpPOKy moucka. Korma TpebGyemasi koMaHja
0oTOOpasuTCs B pe3yJibTaTax IIOMCKA, BbIOEpUTe ee C IOMOIIbIO MBIIIM WX KJIaBHUII
KJIaBUATYPHI:

— IlenkHuUTe 1O CTPOKe KOMaHbI JIEBOM KHOIKOMN MBIIIIH.
— BblgenuTe CTPOKY KOMaHAbI C MOMOINbIO KJIABUIII KJIAaBUATYpPhl | U T U HaXXMUTe

xiasuiry Enter.

OxHO 6I)ICprIX JIEeMCTBHUM aBTOMAaTHYeCKH 3dKPbIBAETCS ITPH BbIIIOJIHEHWW KOMAH/BI. YToObI
3dKPBITb OKHO 6e3 BbI60pa KOMaH/HbI, IIeJIKHHUTe I10 JII060My MECTY 3a IIpeJ/ieJlaMy IdaHHOT'O OKHA HUJIX

HaxMuTe KiiaBuiny Esc Ha kiaBUarype.
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1.9 fA3p1k npusoKeHUA

Aspixk  npunoxenuss «MoiOduc Tabmvna» 10 yMOIYaHUIO OIpefiesisieTCsl  SI3bIKOM

olepariMoHHOM cucTeMbl. [Ipy He06X0IMMOCTH ero MOXKHO U3MEHUTh BPYUHYIO.

ITpu cmene s3pika npusoxeHuss «MorOduc Tabnviia» COOTBETCTBYIOMIMN SI3BIK
aBTOMAaTH4YeCKu BbiOWpaercs i mnpuinoxkenud «MonOduc Tekct» u «MoutOduc

[Ipe3enTanusy».

YTOOBI U3MEHUTD S3bIK IIPUJIOXKEHMS, BBIIIOJIHATE CIIeAYIOIIYe NeUCTBUS:
1. Bpibepure nyHKT KOMaHAHOro MeHio MHcTpyMeHTBI > WM3MeHHTBH A3BIK

(cMm. Pucynok 25).

WMuctpymentsr - Bug  OBwwmia oo

Mpaeocnucanue r

HacTpaveaemblil choBaps
MzmeHnTE A3bK...

Makpokomangel r

Pucynok 25 — KomangHoe mento UHCTpyMeHTBI

2. B okHe, mpelcTaBileHHOM Ha puUCyHKe 26, BblbeprTe W3 BBINAAAIONIETO CIIKCKA

TpeOyeMbll S13bIK IPWIOXKeHUs U HaxkmuTe KHONIKY OK.

CreHa A3bIKE >

Bribepute Azpik:

Aapik ccremel (Pycckiid) v

OK OTMmeHa

Pucynok 26 — OxHo BbIGOpa s13bIKa
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3. B okne, npefictaBieHHOM Ha pucyHke 27, HaxxmuTe kHoliky OK.

CreHa A3blka *

o M3MeHeHWe BCTYNUT B CUAy
nocne nepesanycka NpUIOXKeHWA

Pucynok 27 — YBenomiienve o Heo6X0IMMOCTH Tepe3amycKa MPHUI0KeHUs]

4, HepEESal'IYCTI/ITe IMpUIOXKeHHne. HJ’[H 3TOTI0 SaKpOﬁTe BCe IOKYMEHTbI, OTKpbITble Hd

JTAaHHBIM MOMeHT B ipuitoskeHnH « MonOduc Tabmuia», U OTKpOUTe UX CHOBA.
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2 PABOTA B TABJINYHOM PEJJAKTOPE

2.1 JleiicTBus# ¢ ¢paitnamu

2.1.1 Co3pars ¢aiin

2.1.1.1 C nomomsio IlpoBogunka Windows

Ytobsl 6bICcTpO co3naTh daiti B [IpoBognuke Windows, BbIIOHUTe ClleytolIye JerCTBUS:

1. OtkpoiiTe KOHTEKCTHOe MEHIO IIeJTYKOM IIPaBOM KHOIIKW MBIIIX 110 IyCTOM 00/IacTU U
BbInosiHuTe koMaHay Co3mars > [ Tabmuma MoiOduc.

2. VYxaxure HaszpaHue ¢aina. [lo ymomyanuio dainy npucBavBaercss umsi Tabauma
MoiiOduc.

3. UTob6BI COXpaHUTb Ha3BaHUe, IIIeJIKHKTe 3a ero IpefejiaMy Uiv HaKMuTe kiasuinly Enter

Ha KJIaBUaType.

2.1.1.2 IIpu Bxonie B IpHIIOKeHUe

[Tpu Bxone B mpuiioxkenre «MoitOduc Tabnuiia» HOBbIN ¢ailsl co31aeTcs aBTOMAaTUYeCKH.

2.1.1.3 Bo Bpems paboThI B IPUJIOKEHHH

Yrob6bl co3maTh HOBBIM (a1 BO BpeMsi pabOThl B INPWIOXKEHWH, BBIIIOJIHUTE OJHO W3
CIIeIVIOIIUX JeUCTBUIA:
— Bribepute nyHKT koMaHgHOTO MeHI0o Paiin > Co3garhb (cM. PucyHok 28).

— Haxmurte couetanvie xiaasuml Ctrl+N / £Cmd+N.

®aiin [paeka Bcraeka @opmar  Tabawua [Ja
[%  Cozpate Ctrl+N

CozaaTe no wabnony...

& Otepoite... Ctrl+0

Pucynok 28 — [Iynkt komangHoro meHio Co3garhb
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2.1.2 Cozparp mabsioH gaiiia

[ITa6soH ¢aiina noJIHOCTHIO NIOBTOPSieT UCXOAHBIN datil. [1labnoH yno6HO UCIIOIb30BaTh IPU
pabote ¢ ¢paiaMu, y KOTOPBIX eCTh HaOOp TTOBTOPSIOIIMXCS 3JIEMEHTOB.

YtoObI co3nath mabiioH daiisia, BEIMIOIHUTE CIeIyIolIie eHCTBHUS:

1. OrtkporiTe daii, MAabIOH KOTOPOro He06X0IUMO co3AaTh (CM. pasfen 2.1.4).

2. Broibepure myHKT KoMaHAHOTO MeHio ®aiin > CoxpaHuTh madaoH (cM. PrucyHok 29).

3. B okne ¢daiisioBoro MeHeji>kepa BbibepurTe Marnky AJisi COXpaHeHUsI 1a0JI0Ha, YKaXKUATe UMST

¢daiina 1 HaxkmuTe KHONIKY COXpaHUTb.

©aiin  [paeka Beraeka Qopmar  Tabavua  JadHwie

[% Cozpate Ctrl+N

CozaaTe no wabnony...

& Otepoite... Ctrl+0
OTkpoiTe B oBnake... Ctrl=Shift+0
HegaeHwe gokymeHTH L4
PaGoTa B obnake »

5 Coxpanute Ctrl+5
CoxpaHWTe Kak... F12
JKCNopT...

CoxpaHuTe wabnoH...

Pucynok 29 — KomangHoe mento ®Paiin

2.1.3 Co3pars ¢aiin u3 mabdiaoHa

Jlyist co3manust daiina U3 IorOTOBIEHHOTO 1abI0Ha BOCTIOIb3YHTEeCh OJTHAM U3 CJIeIYIOIIUX
CIOCOOO0B:
1. JIBaXk/bl MIEJIKHUTE TI0 HEOOXOAUMOMY 111abJIOHy B $GaijIoBOM MeHeJKepe.
2. Bribepure nyHKT KoMaHaHOro MeHio Paiin > Co3naTh nmo mabdnaony (cM. PrucyHok 29).
B otkproiBiieMcst okHe ¢aityioBoro MeHemKepa BbiOepuTe 11abioH, Ha OCHOBE KOTOPOTO

TpebyeTcs co3aaTh ¢aill, U HAXXMUTE KHONIKY OTKPHITB.

OTkpoeTcsi HOBBIN IOKYMEHT, FOTOBBIN K peJaKTUPOBAHUIO.
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2.1.4 OTKpHITH Qaiin

YTo6b!I OTKPHITH (a1, BOCIOIb3YHTECh OOHUM U3 CIIeAYIOLIUX CIIOCOO0B:
1. JIBakbl IeJIKHUTE 110 daiiTy JIeBOM KHOIIKOK MBIIIIH.
2. Ortkpoute mnpwioxenue «MoOduc Tabmuma». 3aTemM BBIIOJHUTE CIIEAYIOIIHE
IeMCTBUS:
— DBruibepute nyHkT komaHgHoro meHro Pain > OTkpseITh (cM. PucyHok 29) wmum
HaxxmuTe coderanue kiapuil Ctrl+0 / $£Cmd+0.

— B okne daitsioBoro mMeHemxkepa BbiOepuTe TpeOyemblil ¢dailli 1 HaXKMHUTE KHOIKY

OTKpBITH.

Ecimu B HacTOSIIIUET MOMEHT JIOKYMEHT OTKPBIT JIDYTMIM II0JIb30BaTesieM, TO MPOCMOTP U
pPellaKTUPOBaHWE AHHOTO JIOKYMEHTa HeJOoCTymHbl. Ha 23KpaH BBIBOOMTCS COOOIIEeHwMe,
npejicTaBjieHHOe Ha pucyHke 30.

3aKpouTe IOKyMEHT U JIOKIUTeCh OKOHYaHUS PabOTHI IPYTOro TOJIH30BaTeNIs UJIH CO3/IaiiTe
KOIIMIO JTAHHOTO JIOKyMEeHTa.

YT0o6bI 3aKpPHITh IOKYMEHT, HAKMHUTE KHOTIKY 3aKPBITh.

YToObI CO31aTh KOIIMIO JOKYMEHTd, HA’KMUTe KHOIIKY OTKpI)ITL KOITHIO.

OtkpbITe. . et

o [OKYMEHT yXKe WNCMOJb3yeTca

APRYTUM NONb30BaTENEM. OTKphITb
KOMWH 3TOTO A0KYMEHTa, 4YTObbI
NnpocMaTpyeaTe W PelakTUpOoBaTb
ero CO,.EI,E!F-I}KHMOE?

OTKpLITE KONWHD 3aKpeITh

Pucynok 30 — /luanoroBoe okHO
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2.1.5 OTKpHITH HeTaBHUE JOKYMEHTBI

B npunoxennn «MorOduc Tabmuia» coxpaHsieTcsi CIMCOK JJOKyMEeHTOB, C KOTOPBbIMHU

10JIb30BaTes b paboTall B MocjiefiHee BpeMsi. JTOT CIIMCOK COJIEPXKUT Kak JIOKaJbHble daiibl, TaK U

¢daityibl, KOTOpPBIe OTKPHIBAIMCH M3 06/1adHOro XpaHuiuia (cM. paszaen 2.13). [locnegaue orMedeHbI

B CIIMCKe 0DOJIaKOM.

@DyHkIMKU paboThl B 06J1ake ¥ COBMECTHOT'O peIaKTUPOBAHUS AOCTYIHbBI IPU HAJTMYUU

cepBepHoy yactu «MoiOduc Ciyxebubii» / « MoitOduc 3amuménnoe O61ako».

YToOBbl OTKpPBITE ala M3 CIMCKA, BbIOEPUTE IIYHKT KOMaHAHOro MeHioo Pain >

HenaBuue pokymentsl (cM. PucyHok 31). B orobpasuBiiiemMcsi mofiMeHI0 BbiOeprTe Tpebyemblii

aitn.

Ecimm cnivcok HeraBHUX GaliioB MOTEPSUT aKTyallbHOCTD, yaanuTe ero. {s aToro Beibepute

IIYHKT KOMdHJAHOI'O MEHIO daii > HEIIaBHI/IE TOKYMEHThI > O4uCTHTD.

®aiin  [paeka BeTaeka

@ Co3pate

Cozpate no wabaoy...

[=  Omkpoitb..
OrkpbiTe B obnake...
OTkpeITE B...
HegaeHue gokymeHThl

PaboTa B obnake

CoxpaHuTte

Ctrl+M v 10w A
AB T e A
Ctrl=0
Ctrl+5hift+0
k
* [ 3akasyueBHukos.xods
b G} Cnwcok eebuHapoexods
Cirl+5 OYKrCTHTE

Tabavua [Jdandwie  Mectpymedts Bug  OBwwi goc

.-"Il"-.+
£ v

Pucynok 31 — Komannzoe menio Paiin
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2.1.6 OTKpHITH Qaiiyl B APYroM NPHIOKEHHH

Penaxtupyemslii ¢aiii MOXXHO OTKPBITh B IPYIOM IPUJIOXKEHUU HAIPSIMYIO U3 IIPUIIOXKEeHHUS

«MoitOduc Tabmura». Beibop npuiokeHus 115 fabHeIeld paboThl OCYIIECTBISIETCS C TTIOMOIIBIO

MMyHKTa KOMaH/IHOTO MeHi0 Paiin > OTKpPBITH B... (CM. PucyHok 32).

®ain  [paeka BeTaeka

Tabavua [JadHweie  MHcTpymeHts Bug O

El Cozgate Ctrl+N vl |11 v
Co3gate no wabaoHy...
™ A
AR O ee | AN
[=  Omkpoits... Ctrl+0
OrkpbiTe B obnake... Ctrl+5hift+0
OTKpBITE E... 4 LibreOffice Calc
HegaeHue gokymeHTsl » Excel
PaGoTa 6 obnake »
5 Coxpanute Ctrl+5
CoMpaHuTE Kak... F12

Pucynok 32 — KomannHoe mMeHio Paiin

Crrcok JOCTYNHBIX MPUIOXKEHWM CO3/1aeTCsl BPYYHYIO C TIOMOINbIO daiia KoOHPUryparuu

OpenWithList.ini (mogpo6nee cM. B nokymeHTe «HacrtonpHble npunoxxkenus «MonOduc Tekcty,

«MonOduc Tabmuma», «MoitOduc IlpesenTtanus». PykoBoacTBO 10 yCTaHOBKe»).

Komanna OTKpBITH B... He 0TOOpaXkaeTcs, eCliy KOHQUTyPAlIMOHHBIN (aiil He COEepXKUT

JaHHbIX UJIN COOepP>XXUT HEKOPPEKTHLbIe JIaHHbIe.

[Tpu BeIMonHeHny KoMaHAbl ®aiin > OTKPBHITH B... Galiyl 3aKpblBaeTCs B NPUIOXKEHUU

«MoiOduc Tabnuia» 1 OTKpbIBaeTCs B yKa3aHHOM IPWIoXKeHUU. Eciiv Ha MOMeHT 3aKpbITus aiia

B HEM OCTaJIMCh HECOXpPdHEHHble HW3MeHeHUsd, IIPUI0XKeHHne ((MOﬁO(pHC Ta6n1/1ua» npeajaraert

COXPAHUTD UX.
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2.1.7 CoxpanuTts daiin

2.1.7.1 CoxpaHuTh KaK

YTob6bl COXpaHUTb HOBBIM Ayl WIM CO30aTh KOMHIO TeKyllero ¢aiia, BBIIOJIHUTE
CJIeyIolye IeNCTBUS:
1. BrinonHWTe KOMaHAY COXPaHeHHs OJIHMM U3 CIIeJyIOIINX CII0COO0B:
— Bribepute nyHKT KOMaHHOTO MeHI0 Paiir > CoxpaHuTh Kak (cM. PrucyHok 32).
— Ha nanenu wuHCTpyMeHTOB, B pasfeie <Paiim HAXMHUTE Ha CTPEJIKY
ClipaBa OT KHOIIKH (CoxpanuTh) M B BBINAJAIONIEM CIIMCKe BbiOepuTe
koMaHly CoxpanuTth kak (cM. PrucyHok 33).
— Haxwmure xmaBumry F12 npu pabore B OC Windows, couyeTaHue KJIaBHII
Ctrl+Shift+S mpu pabote B OC Linux.
2. B oxnHe CoxpaHMTBh KaK BblOepuTe ManKy JJIsi COXPaHeHUs], YKOKUTe UMS WU THII

¢aiina/konuu Paitsia U HaxxMuTe KHONKY COXpaHUTh.

HpI/I CO31dHHMH KOIINHA pa6quM AOKYMEHTOM CTAHOBUTCS KOIIUA (baI?ma.

|% .}‘( Iﬁ w é KO Thames
X K 4 AB
CoxpaHuTe Wpnr
CoxpaHWTE Kak...
C D

Pucynok 33 — Kuornika CoxpaHuTh

2.1.7.2 CoxpaHuth

Y1o6Bl U36exaTh MOTepy JJaHHBIX B CiIy4dae cO0OeB B paboTe KOMIIbIOTepa, peKOMEeHIyeTCs
IepUOIYeCKU COXPAHSATh TeKYyIIUN JOKYMEHT.

I coxpaHeHUs] MU3MEHEeHWH B TeKyIlleM JOKYMEeHTe BBIIIOJIHATE OJIHO U3 CJIeJIYIOIIMUX
IEeHUCTBUM:

— Bribepute nyHkT koMaHaHOrO MeHto ®aiin > CoxpaHuts (cM. PucyHok 32).
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— Ha nanenmu wuHCTpyMeHTOB, B pasfeiie Pailyi HaXXMHUTE KHOIIKY (CoxpanuTtn)
(cm. Pucynok 33).

— Ha mnanenu wuHCTpyMeHTOB, B pazfene Paili HaXXMUTe HA CTpeJIKy CIipaBa OT
KkHOIKY [~ (CoXpaHHTB) U B BbIIa/IaloleM CIIMCKe BbibepuTe koMaHly CoxpaHHTh (CM.
Pucynoxk 33).

— Haxwmure couerauue xiasumi Ctrl+S.

2.1.7.3 ABTOoCOXpaHeHHe H BOCCTAaHOBJIeHHE JOKyMeHTa

ABTOCOXpaHEHI/Ie OOKYMeHTa OCYIIEeCTBJIAETCS KaKIbIe 5 MHMHYT II0CJIe ero OJHOKPAaTHOI'O
COXPdHEHUS BPYYHYIO.

HpI/I aBapPII:IHDM 3dBeplIeHrr pa6OTbI U nodieyroomeM OTKPBITUH NOKYMEHTA IIpUjlIoKeHne
dBTOMAaTH4YeCKKU BOCCTAHABJIMBAET OdHHbI€, KOTOpbIE COAEPXAJIMCb B NJOKYMEHTe Hd MOMEHT ero
rociieJHero aBToCoOxXxpaHeHus .

BoccraHnoBieHHBIN HAOKYMEHT H€O6XO,[[I/IMO COXPAHUTDH BPYYHYIO. HJ’IH 3TOT'O:

1. Haxwmure kHoniky OK B 11asioroBoM OKHe, MpeiCTaBIeHHOM Ha PUCYHKe 34.

BoccTaHoBnEHME >

o 3TOT AOKYMEHT Obin
aBTOMaTM4YeCKn BOCCTaHOB/EH.
Moxanyicta, He 3abyabTe
COXPaHWTb ero.

Pucynok 34 — JluanmoroBoe OKHO

2. CoxpaHWTe BOCCTAHOBJIEHHBIM JOKYMEHT C IIOMOIIbI0 KOoMaHAbl CoOXpaHHUTh Kak

(cMm. pazmen 2.1.7.1).
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2.1.8 OrnpaBuTs ¢aiia mo noure

[Tpu paboTe B TPUIIOXKEHUHM pelIAKTUPyeMbld ¢ailli MOXXHO OTIPABUThH IO 3JIeKTPOHHOU
noute. Paiy OTHpaABIISIETCSI C TOMOIIBIO TIOYTOBOTO KiMeHTa, ykazaHHOro B OC B kaudecTBe
MIPOTPaMMBI 110 YMOJTYaHUIO.

YT06b1 OTIIPABUTH AT 110 3JIEKTPOHHOM MOYTe, BBITIOJTHUTE CIIeIyIOIIne IeUCTBUS:

1. Boibepure nyHKT KOMaHgHOro MeHI0 OOmmuiz moctyn > OTHpaBHTH IO IOYTe

(cm. PucyHok 35).

OBwwmid goctyn | HapeTpoiku

HacTpouTte goctyn

OTnpaenTe No NoJTe...

Pucynok 35 — Komangxoe merto O0miuii joctyn

2. B okHe co3maHus HOBOro cooOIIeHus:
— BBeJUTe aJipec MoJTy4daTeris;
— TIpu He0OXOJMMOCTH U3MEHHUTE TeMy COODIIeHUS;
— BBeuTe TeKCT COODIIeHUS.

3. OtnpaBbTe coobIeHue.
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2.1.9 UmnopTupoBaTh Qaiix

C mnomourpio npuinoxenns «MoiOduc Tabmmuma» MOXHO NpefcTaBUTb U COXPaHUTH B
TabJIMYHOM BHJIe JaHHbIE U3 TeKCTOBBIX ¢aiioB B popmarax CSV, SCSV, TSV, TAB, TXT.

J1J1s1 3TOTO BBINIOJIHUTE CIIe[lytoIliye 1eHCTBUSL:

1. Orkporite daitr (cM. pasgen 2.1.4).

2. B okne HacTpoek uMmmopra (cM. PrucyHok 36) ykaxkuTe ciieffyromye rapameTphl:

— Ha60p CHMBOJIOB — KOJMPOBKA TEKCTAd.

WmnopT - [MoiiOduc.csv] x

Habop cimeonoe:

G'I'I[JE',EI, 2N1TE aBETOMATHUYECKM hd

Paspenutenu:
3HaK TabynaLmM
zanAataA

TOUKS C 3anATOR
npoben

BEPTWKaNbHaA 4epTta
Apyroi

OrpaHnunTens cTpok:

BLIpOBHATE MO LWWPKHE
COLEpHWMOro

Pucynoxk 36 — OkHO HacTpoek UMIopTa

— Pa3penuTeny — CUMBOJIBL, pa3fesisitoliiie 3HaYeHUsl. Kaxk/ioe 3HaueHHe IToMelaeTcst
B OTJIeJIbHYIO siueriky. Hampumep, eciii B kauecTBe pa3fiesiuTelis BbIOpaH CUMBOIT «;»,
TO 3HaueHUs 13 cTpoku Tuna 1;1;1 nomeratorcs B Tpu siueliku. Paznenurens MoXXHO
BbHIOpAaTh M3 CIKMCKAa (PUKCUPOBAHHBIX 3HAYEHUM WM YyKa3aTb BPY4YHYIO B II0OJIe

HOpyroii. [Ipy Heo6X0IMMOCTH MOXKHO BbIOPAaTh HECKOJIBKO pasfieiuTesien.
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B none prl"Oﬁ MOJKHO YKa3dTb TOJIbKO OJWH CUMBOJI.

— OrpaHuunTeNb CTPOK — CUMBOJI, B KOTOPBIYA 3aK/II0YAIOTCS OT/eJIbHble 3HaYeHUsl.
Ecny 3HaueHue obpamileHO OrpaHUYUTENISIMUA, TO OHO IIOMeIaeTcsl B OT/AEbHYIO
s4eliKy JaXe B TOM Cily4yae, eClId COJIepPXXUT pasfenuTenb. Hampumep, eciu B
KayecTBe pasfiefiuTelsl yKa3aHa 3amsras, a B KayeCcTBe OrpaHUuYUTeNs —
JIBOMHBIE KaBbIYKH, TO IpoOHOe uuciio ""3,14" nmomemiaercs B OTHOENIbHYIO STYEHKY.

— BbIPpOBHATH 0 MHUPHHE COAEP!KUMOr0 — eciv QUIKOK yCTaHOBJIeH, TO IIMpHHA
Ka)XX/I0T0 CTOJIOIa aBTOMAaTUYeCKH MOJJ0UpaeTcs 110 COIepXXUMOMY siueliKy, KOTopast
COJIepXUT HauboJiblllee KOJIM4eCTBO JAHHBIX.

3. Haxmure kHonky OK.

TexkcToBble JaHHBIE, KOTOpPBIe cofiepXkarcs B ¢aiisie, 0ToOOpa3sTcs B JOKYMeHTe B TaOJIMYHOM
BUJIE.

IIpy nepexome K OTOOpa)keHUIO MAAHHBIX IIPEOCTABJISIeTCS IIOBTOPHAsi BO3MOXHOCTb
HaCTpPOMTh aBTONOAOOp MMpUHBI cTonboB. Eciv B okHe wumnopra (cMm. Pucynok 36)
He OBUI YCTaHOBJIEH COOTBETCTBYIOHIMM ¢UIaXKOK, TO Ha OKpaHe IOSIBJISIETCS BCIUIBIBAIOILee

coob11ieHre C TeKCTOM: « BBIpOBHATH 110 MIMpUHe cofiep>XXuMoro?» (cM. PucyHok 37).

1z v AT AT = v L v | Ouwi v L v B
e i v £ ,E;E; - 5 P o.r"lo oo oo EH -
BripaBHUBaHne Yucno Aueidm

F G H ] K L

Pucynok 37 — BcermbiBatoiiiee coo01iieHue

Jliis aBTOmOA00pa IMIMPUHBI CTOJIOIIOB HAXXMHUTe KHONKY BBIpOBHATH, Ui cOXpaHeHUs
IIUPYHBI CTOJIOIOB 110 YMOJIYaHUIO — KHOIIKY OTMeHa.

JIOKyMeHT C TaOJIMYHBIMU JAHHBIMH MOXKHO cOXpaHuTb B popmate XLSX, XODS um ODS

CTaHAAPTHBIM criocobom (cm. pasnen 2.1.7).
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2.1.10 OxcnopTupoBaTh daiin

B npusioxkeHun mpeycMOTpeH 3KCIOpT daitia B cieayomye GopMars:
— PDF;

— PDF/A-1;

- CSVv;

— TSV, TAB, SCSV;

— TXT.

[Ipu skcnopre B ¢popmarel PDF 1 PDF/A-1 B daitsie coxpaHsStoTCsl BCe JTMCThI UCXOTHOTO

¢atina.

[Tpu akcnopre B popmarsl CSV, TSV, TAB, SCSV u TXT:

— B ¢datine coxpaHsieTcs TOJIbKO TeKYIUH JIMCT UCXOHOI'0 aiisia C TEeKCTOBBIMU JJAHHBIMHU.
Hactpoiiku ¢opmaTtrpoBaHusi, u300pakeHUs, CCbUIKM W [Jpyrue JaHHble He
COXPAHSIIOTCSL.

— B kauectBe pasnenurens 3HadeHud B ¢aitniax B ¢popmare CSV, TSV, TAB u SCSV

WCIIO/Ib3yeTCsl CMMBOI ; (Touka c 3ansToi), B TXT-dainax — 3nak Tabynsmuu (TAB).

Ytobsl skcnoptrpoBaTh ¢aiin B ¢popmate PDF wnmmu PDE/A-1, BemosnHuTe crienyromiye
JeUCTBUS:
1. BoimonHUTEe KOMaHY SKCIIOPTa OJJHUM U3 CJIeYIOIIUX CIIOCOOO0B:

— Bribepute nyHKT KoMaHHOTrO MeHio ®aiin > Okcnopt (cM. PucyHok 39).

®aiin  [paeka Bcraeka @opmar  TabBavua  [Janvme
[% Cosaate Ctrl+N

Cozgate no wabnony...

[=  Omkpuith... Ctrl+0
OrmkpbiTe B obnake... Ctrl+5hift+0
HepaeHwe gokymMeHTH r
PaBoTa B obnake »

= Coxpanute Ctrl+5
CoxpaHuTe Kak... F12
SKENOPT...

Pucynoxk 38 — KomangHoe mento Paiin
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— Ha nanemm wuHCcTpymeHTOB, B pazgeie Paiim  HaXMUTEe Ha  CTPEJIKY
crpaBa oT KHONKM (— (BbICTpas medarb) ¥ B BhLINAfarolleM CIIMCKe BhIOepuTe

koMaHay Jkcrnopt B PDF (cM. Pucynok 39).

Dailn  [paeka Beraska Qopmar TaBowua  JanHwe

N o\:':; ﬁ w é X0 Thames
ey oc X K Y

WpwudT

g] BricTpan neqats
MapameTpsl CTRAHALB K NEYaTE..,

Jkcnopt & POF

Pucynok 39 — Komanga 9xcnopt B PDF

2. B okze ¢aioBoro MeHemxepa BelbepuTe Mariky [jisl 3KCIOPTa, YKaXKUTe UMs U popmaT

¢daityia ¥ HaxkMuTe KHOIIKY COXpaHUTh.

Yro6s! skcrioptrpoBath ¢aiinn B popmarte CSV, TSV, TAB, SCSV wmm TXT, Bbimonaute
ClleflyIoIye eUCTBHUS:

1. Bsibepute nyHKT kOMaHAHOTO MeHIO Paiin > JkcnopT (cM. PrucyHok 39).

2. B oxHe ¢daisioBoro MeHeypkepa Bel0OepuTe Marky il 3KCIOPTa, YKaXXUTe UM U popMar

¢daiina u HaxxmMuTe KHONIKY COXpaHHUTh.
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2.1.11 3amura napoJsiem

HOKYMEHT, K KOTOpOMY Tpe6yeTc51 Or'paHHUYUTL OOCTYII I10JIb30BaTeJIel, MOXKHO 3alllMTUTh

naposieM. [laponb 3anpaiimBaeTcs py OTKPBITUX JOKYMEHTa.

B HacTosiiee BpeMst IEUCTBYIOT CIeAyIOIIHEe OTPAaHUYeHUS:

— 1npu akcropre fokymeHnTa B PDF (cm. paspen 2.1.10) naposb He coxpaHsieTcs;

— B obnake (cM. pasgen 2.12) He mnonpepxuBaercss pabora C AOKyMeHTaMH,
3alIUIIeHHBIMU [1apoJieM;

— He mojepxxuBaeTcsi pabota ¢ daiiiamu ¢ trunoMm mudposanus XOR, cozmaHHbIMU
B CTOPOHHHUX pefaKTopax.

Ecim nokymeHT 3amiuiieH mapojieM B CTOPOHHEM TNPWIOXKEeHWH, TO paboTa C HUM
OCYIIECTBJISIETCS. aHAJIOTUYHO paboTe C JIOKYMEHTOM, 3allMIIeHHBIM I1apojieM B MPUJIOXKEeHUU

«MonOduc Tabmuiay.

B Hacrosiiee Bpemst He mojjiepXkKuBaeTcs pabora ¢ daisiamu ¢ tunom ImmdpoBanus XOR,

CO3[@HHBIMU B CTOPOHHHUX pefjaKTopax.

2.1.11.1 YcraHnoBuTH NIapoib

YTo0Bl yCTAaHOBUTH MAPOJIb HA OTKPBITHE JOKYMEHTA, BBIIIOJIHUTE CIIefyIoIIe AefCTBUS:
1. OrtkpoiiTe TOKyMeHT, AJi1 KOTOPOTro He06X0/IMMO YCTaHOBUTH 11apOJIb.

2. Broibepure myHKT KOMaHAHOTO MeHio ®aiin > 3agaTs nmapossb (cM. PucyHok 40).

@aidn  [lpaska Beraska Popmar  Tabavua  JadHwoie

[% Cozgate Ctrl+N

Cozgate no wabaoHy...

[= Omkpwitb.. Ctrl+0
OTkpbITe B 0GNAKE. ., Ctrl+5hift+0
HegaeHwe nokyMeHTEl r
PaBota B obnake L4

3 CoxpaHuTs Ctrl+5
CoxpaHWTb Kak.. F12
JKENOPT...

CoxpaHuTe wabnoH...

dapate naponb..,

Pucynok 40 — KomannHoe MeHto Paitn
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3. B oxue 3agarhb mapous (cM. PucyHok 41) BBemuTe mapoiib K JIOKyMeHTY U MOJITBEpIUTe
ero.
B mensx 6Ge3omacHOCTW BBOAMMBIA Maposib OTOOpaXkaeTcsi B Buje MapkepoB. [l

OTO6pa>K€HI/I$I CHMBOJIOB I1apOJId HAXXMHUTE KHOIIKY ¢Z» B COOTBETCTBYIOIIIEM I10JIe BBOd.

4. Haxwure kHonky OK.

333k Napone >

JobaeneHHBIA napone noTpebyetca

BECAWTE MPW KaX4omM OTKPEITUK daina.

A0k

I

MoaTe EPH4EHWE NaponA

(D) MoTepanHLIi Naponk He MoMeT BuiTs
BoccTaHosneH. [laponb YyBCTEMTEREH K
PErMCTRY CUMBONOE.

OK OTMmeHa

Pucynok 41 — OxHo 3amaTh mapoib

[Toce  3aBepiiieHUs TMPOBEPKU  COBMA[IeHWsT BBEIEHHBIX JIAHHBIX  OTOOpa3vTCs
COOTBeTCTBYMOIIIee yBefioMmyieHHe. COXpaHUTe IOKYMEHT JIJisl O TBEePK/IeHUs] U3MEeHeHUH.

VYcraHoBneHHBIV MapoJib OyAeT 3alpalivBaThbCs MPUIOXKEHHEeM IPU KaKIOM IIOBTOPHOM

OTKPBITUU NOKYMEHTA.
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2.1.11.2 PenakTupoBaTh NapoJib

YTOoOBI UI3MEHHUTH M1ApPOJIb HA OTKPBITHE JIOKYMEHTA, BBITIOJIHUTE CJIe/IyIollire JeHCTBHUS:
1. OrtkpoiiTe IOKyMeHT, AJisi KOTOPOro TpebyeTcsi U3MeHUTb 11apoJib.

2. Bribepute myHKT KOMaHIHOTO MeHO Paiin > Ynpasienue maposeM (cM. PucyHok 42).

®aitn  [Npaeka Beraeka @opmar Tabawua  [JadHwie
[ Cospats Ctrl+N

Cozgate no wabaony...

[= Omxpoits... Ctrl+0
OTkpbiTe B 0baake... Ctrl+5Shift=0
HeaasHue aokyMeHTb 4
PaboTa B obnake L4

Bl CoxpaHuts Ctrl+5
CoxpaHuTh Kak.. F12
SKCMOpPT...

CoxpaHuTe WwabnoH...

¥npaeneHwe naponem

Pucynok 42 — Komannnoe menro dPaiin

3. B oxne Ynpasienue maposieM (cM. PucyHok 43) HaxkmuTe KHOTIKY FI3MeHHTH IapoJib.

¥npaeneHne naponem X

]

3TOT AOKYMEHT 3alluileH naponem. Bul
MOXKETE MIMEHWTE NAPOAL WKW YAAAWTE
AL NTY.

Yaanate naponb

WMameHwTs Na ok

3akpeiTh

Pucynok 43 — OkHO YnpaBJiieHue rapoJieM
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4. B oxue U3menuts maposb (cM. PucyHok 44) Beiute TeKyIuii naposib, HOBBIN 11apoib U
IIOJITBep>KJIeHHe HOBOI'O I1apoJIsl.
B nemsix 6e30macHOCTM BBOJIMMBIe I1apOJIM OTOOpaXkaroTCs B BUe MapKepoB. Jliis
0TOOpa’keHUsI CHMBOJIOB 11apoJIsi HAXKMUTe KHOIIKY ¢7> B COOTBETCTBYIOIIEeM I10JIe BBOAA.

5. Haxmwure kHoniky I'oTOBO.

Mzmenute napone *

Napon:
I
NOERK Napoib

[ez]
[oaTEEp#AEHWE HOBOIC NAPONA

4z

Hazan [aToBO

Pucynok 44 — Oxno U3mMeHHUTH IapoIb

ITocne 3dBepIlIeHHnsa IMpOBEepKH COBIIaiIeHH4Ad BBeJJeHHBbIX JAaHHBIX OTO6paBI/ITC$I

COOTBETCTBYIOIIIEe yBelOMJIEeHHe. COXpaHI/ITe AOKYMEHT JJId IOATBEPXIeHUs M3MeHeHUH.
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2.1.11.3 Yaanuts napojib

YT0O6BI YAAJIUTD I1apOJIb HAd OTKPBITHE JOKYMEHTA, BbIIIOJIHUTE CileJyronjre IerCTBUS:

1
2
3.
4

OTkpo¥iTe TOKyMeHT, B KOTOPOM TpebyeTcsl yIaJIUTh apoiib.

BribepuTe IMyHKT KOMaHAHOTO MeHio Paiin > Yipasienue maposeM (cM. PucyHok 42).
B okHe YripaBiieHune mapoJieM HaKMUTe KHOIIKY YJaJIMTh MapoJib (CM. PucyHok 43).
B okue YnamuTh maposs (cM. PrucyHok 45) BeiuTe TeKyIuii 1apoiib U HAXKMUTE KHOTIKY

I'oToBo.

Y ganuTe napone x

BEI-E',EI,HTE naponk, uTobbl CHATE 3al Ty

AOKYMEHTA.

':D yﬂ,ﬂ."l EHWE Napona No3scnnT pﬂﬁDTETb c
AORKYMEHTOM BCEM, KTO WMEET JOCTYN K

HEMY.

Hazan oTo

Pucynok 45 — OkHO Y qaqiuTh Napojib
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2.1.11.4 OTKpPHITH IOKYMEHT C IIapoJieM

[Tpu OoTKpBITUM TOKyMeHTa, KOTOPBIM 3allMIlleH IapojieM, Ha 3KpaHe OTOOpaXkaeTcsl OKHO,
Ipe/ICTaB/IeHHOe Ha pUCyHKe 46. BBemwTte B TaHHOM OKHe maposib ¥ HaxmuTe KHONKYy OK s
IIOJITBEPXK/IeHUSI.

Ecnm maponb KOppeKTHBIN, JOKYMEHT OTKpoeTcs: B puiioxkeHnrd « MonOduc Tabmuiay.

Eciy maposns HekoppekTHBIN, oToOpasutcs coobmienue: «HeBepHulii maposb». Haxmure
KHOIIKY ¢%, YTOOBl OTOOpa3uTb CUMBOJIbI 11ApOJIsi YU BBIIBUTb IIPUYMHY OMIMOKM. 3aTeM BBeAUTe
[1apoJIb IIOBTOPHO.

KomngecTBO IONBITOK BBO/ld I1apOJid HE OI'PAHHUYEHO.

JokymenT 3aluMiLe naponem ot

M

OTmeHa

Pucynok 46 — OxHo JIoKyMeHT 3aluilieH mapoJieM
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2.1.12 PacnieyaTaTh JOKyMeHT

2.1.12.1 Be3 Bxoa B IpuI0KeHHe

[Ipu pabore B OC Windows MOXHO pacriedaTaTb JOKYMEHT/TPYIITy JOKYMEHTOB 6e3 WX
IIpe/IBApUTeJIbHOTO OTKPBITHS B ITpwiioxkeHnr «MonOduc Tabmmmay.

J1Jis1 3TOTO BBHIOJIHUTE CIIeIyIOIIYe IeACTBUS:

1. Brigenurte TpeOyeMbid JOKYMEHT/TPYIITY IOKYMEHTOB B MPoBoaHUKe Windows.

2. OTKpOITe KOHTEeKCTHOe MeHIO IIeTYKOM MTPABOM KHOIKHU MBIIIMA U BLITIOJTHUTEe KOMaHy

Ileuartsn.

[Teyats ocyiecTBisieTcss Ha MOCJIeHEM WCIIONb30BaHHOM MpwiokeHusMu «MonOduc
Tabmuma» u «MouOduc Tekct» mnpuntepe. Ecim mnpuHTep paHee He BBHIOMpPANCA B 3THX
MIPUJIOXKEHHUSIX, TO TedYaTh OCYIIeCTBIsieTcsl Ha npuHTepe, ycraHoBieHHOM B OC Windows mo
YMOJTYAHHUIO.
B mporiecce neyaTyt BO3MOXHO OTOOpaXkeHHe CIIeAYIONUX TUATIOTOBbIX OKOH:
— JUid JIOKyMeHTa OOJIbIIIOr0 pa3Mepa WM TPYIIBI JOKYMEHTOB — OKHO ITOATOTOBKU
JIOKYMEHTOB K T1eYaTH;

— ISl IOKYMeHTa, 3alllMIIeHHOro rapojieM (cM. paszen 2.1.11), — okHO BBOJIa MMapoJis;

— Ui JOKYMEHTa, B KOTOPOM yZaJjieH e[IMHCTBeHHBIH JIMCT WU CKPBITHI BCE JIUCTBI, — OKHO
C yBeJloMJIeHHeM 00 OTCYTCTBUU JJAaHHBIX JIJIS T1eYaTH;

— OIIOBelIeHUs O NIOBPeXAeHHbIX (aiiiax U gaiiax ¢ HeloilepXkuBaeMbIMU (pOpMaTaMH.

2.1.12.2 Bo Bpems pa0oThI B IPUIOKEHUH

2.1.12.2.1 Br16op obnacTu neyaTu

JlJis IeyaTvt MOXKHO BLIOPATH:

— <dparmMeHT AOKYMEHTA — YKa3bIBaeTCsl BPYUHYIO.

— 3amaHHYI0 00J1aCTh — YKa3bIBaeTCsl BDYYHYIO WJIM BIOMpaeTCs aBTOMAaTU4eCKH, eciiy Iis
JIOKYMeHTa B CTOPOHHEM peJlaKTope 3ajjlaHa 00J1acThb IledaTH.

— JImct moxymeHTa — BBIOMpAeTCsi aBTOMATHYeCKH, eCiid B JIOKyMeHTe He BBbIOpaH

(l)pal"MEHT WJIK He 3aJldHa 00/1aCThb JJId 11e9aTu.
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2.1.12.2.1.1 ITeyaTs BhIOpaHHOr0 pparmMeHTa

YtoOnbI pacrieyaTaTh GparMeHT IOKYMEHTa, BBITIOJIHUTE CIIeAYIOIIHe IeUCTBUS:

1. Beigenure sdeliky, quamna3oH s9eeK, CTPOKH WJIA CTOJIOIBI, M3 KOTOPBIX HEOOXOIUMO
pacreJararthb JIaHHbIE.

2. OTkpouTe KOHTEKCTHOe MEHIO IIeTYKOM TIPAaBOM KHOIIKM MBIIIA T10 BbIJEIeHHBIM
siueiKaM WIH 110 3ar0JI0BKaM/CO/IEpKUMOMY BbIJIeJIEHHBIX CTPOK/CTOJIOIIOB.

3. BomonHuTe KOMaHIy KOHTeKCTHOTO MeHto IleyaTs BhIesieHHoii obstactu (cM. PucyHok 47).

A B C D E f
F |
1 |Hdara moctaekn |[pogamm |Cowrr | IIpubObUTE
2 18.08.2010 43 160 52| Ha
3 15.10.2010 1 500 45| Het
4 29.01.2012 e Cirl=X
5 21.10.2011 . e
o
6 06.01.2012) - ‘oreosam '
7 19.07.2010 [Ty BcraeuTe Ctrl+W
8 06.10.2011 BcTaeuts 3HaueHuA u dopmat Ctri+Alt=V
g8 06.12.2010 BcTaeuTe ToNBKD 3HAUEHWA
10 19.09.2003 Beraguts vz Bydepa oBmena 4
11 17.04.2010
12 16.05.2011| B2 Berasute cTpoky Beile Alt=A
13 10.06.2011| & Beraeuts cTpoky HUxe Alt+B
14 12.04.2010, B Bcrasurs croney cieea Alt+L
15 26.01.2011 ﬂ BetaguTe cTonbey cnpaea Alt+R
16 11.10.2010 S YaanuTh cTpoky
17 02.01.2011 ¥ v 6
an1TL cTanbe
18 08.02.2010 4 3
19 11.10.2009| B O6wegnHute Aueiikn Ctrl+Alt+M
20 21.05.2010
71 12.01.2010 [MewaTe BgENEHHOW OBAGCTH..
22 17.08.2010 Janath UMA...
23 20.11.2009
24 14.07.2010 Hucnosoil popmar...

Pucynok 47 — KonrekcTHoe MeHI0

OTtkpoetcst okHo IlapameTpsl cTpaHunbI U meyaTh (cM. pasgen 2.1.12.2.2).
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2.1.12.2.1.2 ITeyaTs 3agaHHOI 00J1aCTH

[Ipu nevatu qOKyMeHTa aBTOMaTU4YeCKH BbIOMpaeTcs 3alaHHasi 00/1acTh, eC/IM OHA yKa3aHa B
npunoxennd «MorOduc Tabmuia» Wi B CTOPOHHEM TpUIOXKeHHd. Hampumep, B MpUIOXKeHUN
Excel ¢ momomipio komaHnel PasMerka crpanmnbl > O0s1acTh me4YaTH WM B MPUJIOXKEHUU
LibreOffice Calc c momorpio komanisl @opmar > JlmanazoHsl meyaTH.

Yrob6bl ykasaTb obsacth nedatd B npuioxeHun «MoiOduc Tabmwnia», BBIIOIHUTE
CJIeyIolye IeNCTBUS:

1. Beimenure Ha yMcTe 06/1aCTh, KOTOPYIO HEOOXOIMMO pacriedyaraTh.

2. Bribepure nyHKT koMaHAHOTO MeHI0 Popmar > O6sacTs meyatu > 3amaTh 00J1aCTh

neuyaTH (cM. PucyHok 48).

Z[HSI Ka’XI0ro JIMCTAa JOKYMEeHTa 00J1aCTh IIeYaTH YKa3bIBA€TCA OTHAEJIbHO.

Dopmar  Tabawua  Jannwie  Wectpymente Bug  OBwwi goctyn

Wpndtel g v 12 (v AT AT
BwlpagHWEaHWE r

|&|EJ F LX) i L Ii:} L
Ywucnoeoi dopmar...

MoeopoT TekcTa »

O6nacTe nevat » panuup obaacTi nedvatu
v 1 =P

CoxpaHuTe n3obpameHue.., Japate oBaacTe neqatw

COYWMCTUTE OBAACTE NEYETK

Pucynok 48 — Komanna 3agaTh 06s1acTh meyaTtu

['paHuIIbl BHIGPAaHHOM 06JIACTH MeYaTH BHIIEIISIOTCS pAMKOW CUHETO IBeta (cM. PucyHok 49).

A B C D E F

1 HJata Tog Mecam [og-mecan Tosap IMpoganu B pyo.

2 01.02.2010 2010 2 20102 Tosap 1 422 656
3 01.02.2010 2010 220102 Toeap 2 B1 343
4 01.02.2010 2010 220102 ToBap 3 8853
5 01.02.2011 2011 220112 Toeap 1 868 818
6 01.02.2011 2011 220112 ToBap 2 271 237
7 01.02.2011 2011 220112 TOBap 3 46 072

Pucynok 49 — I'panuiibl 0651acTé evaTu
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[Tpu HeoOXoAMMOCTU JJTAaHHYIO paMKy MOXXHO CKPBITh. [lJ1s1 3TOTO BBIIIOJIHUTE CJIelyoIire
JeCTBUS:
1. Bribepure myHKT KOMaHJHOTO MeHIO PopmMmart > Obsactps nmeyaru (cMm. Pucynok 50).

2. Caumwure ¢naxok I'paHunsb 061acTH NeyaTw.

Mopmat  TabBawua  Jandwe  VHctpymentm  Bug OBwwi goctyn

[ —
WpudTe v 12 v A fl'\+

EblpagHWEaHWE r
AB T e Av £

Uncnosoi dopmar...

MoeopoT TekcTa ’
OBnacTe NevaTw P~ [paHuup 0BaacTk neuatu
CoxpaHuTe w3obpaxeHue... 3agate obaacTe NeYaTH

OYWCTUTE oBNacTe NeYaTk

Pucynok 50 — @naxxok I'paHuns 061acTu neyaTu

YT0oOBI 0TOOPA3UThL paMKy, YCTAaHOBUTE AAHHBIM (PIIaXKOK ITOBTOPHO.

YtoObl M3MeHUTh O00JIacTh TMedaTd (HarnpuMep, eciau o6JacTh MedaTd Obula BbIOpaHa
HEKOPPEKTHO), BBIIIOJIHUTE CIleyIoIIve AeHCTBUS:
1. Bribepure nyHKT koMaHHOTO MeHIO @opmart > O61acTh nedaT > O4NCTHTH 00J1aCTH

neyatH (cM. PucyHok 51).

®opmar | Tabavua  [Jaddoie  Wectpyments Bug  OBwwi goctyn

WpndTe r -
pud vz v AT A
BmpaeHueaHne »
AR T e AL £
1 -
Yncnoeoi dopmart...
MoeopoT TekcTa r
O6aacTe Nneqvat P+ [padnum obaacTk nedatw
CoxpaHnTe nzobpameHne.., Jagate obracTe Nevat

OYMCTUTE 0BNaCTE NeYaTk

Pucynok 51 — Komanga O4yucTurth 0071aCTh Ne4aTn

2. TloBTopHO BEIOEpUTe 06JIACTh MeYaTH TaK, KaK 3TO OMMCAHO BBIIIIE.
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Y1o6B! pacnieyaTaTh 33JJaHHYIO 00/1aCTh, OTKpoKTe okHO IlapamMeTphl cTpaHUIIBI U NTeYaTh
OJIHUM U3 CJIeJIYIOLIHX CIIOCOOOB:
— Bruibepute myHkT kKoMaHgHOTO MeHO Paiin > IlapamMeTrpsl cTpaHMUBI M NeYaTh
(cm. Pucynok 52).

— Haxwmure coueranue xiasuin Ctrl+P / £Cmd+P.

©aiin  [paeka Beraeka Popmar  Tabavua  Jaddwie

[% Cosaate Ctrl=M

CozaaTe no wabnoHy...

& Otepoite... Ctrl+0
OTkpoiTe B oBnake... Ctrl=Shift+0
HegaeHwe gokymeHTH L4
PaGoTa B obnake »

5 Coxpanute Ctrl+5
CoxpaHWTe Kak... F12
JKCNopT...

CoxpaHuTe wabnoH...
Janate napok...

= MapameTp cTpaHlLp W NeYaTs Ctrl+P
JakpeiTe

Pucynok 52 — KomannHoe mMeHio Paiin

OTtkpoetcst okHo ITapameTpsl cTpaHunbI U meyaTh (CM. pasfen 2.1.12.2.2).

2.1.12.2.1.3 IleyaTh TeKy1iero JuUcTa

YTo6bI pacniedataTh TEKYIUH JIUCT TOKYMEHTA, BBHITIOJHUTE CIIeIyIOIIHe IeHCTBUS:
1. V6enurtech, uTo JijIs1 JOKYMeHTa He 3ajlaHa 00s1acTh niedatu (cm. pasgmen 2.1.12.2.1.2).
2. Orkpotiite okHO ITapaMeTpsI CTPAHUIIBI H NTEYAaTh OJTHUM U3 CJIeIYIOIIUX CIIOCOOOB:
— Bruibepute myHKT koMaHAHOTO MeHio @Paiin > IlapameTpsl CTpaHHUIBI U IeYaTh
(cm. PucyHok 52).
— Ha nmanenu uHCTpyMeHTOB, B pa3zieiie ®ail HAXXMUTe Ha CTPeJIKy CIIpaBa OT KHOIIKH
(= (BpICTpas me4aTh) U B BBLINAJAOIIEM CIIMCKe BhibepuTe komanay IlapamMerpnl

CTpaHUIlbI U ne4yaTh (cM. PrucyHok 53).
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Daitn  [lpaeka Beraska @opmar  Tabowua  [anHwe
v O‘I{D ﬁ v é KO Thames
By © ¢ X K 4

WpudT

@ BricTpan nevats

MapameTpsl cTRAHWLB KM NEYATE...,

s

Skcnopt & POF

Pucynok 53 — Komanga IlapameTpsl CTpaHHIBI M ITe4aTh

— Haxwmure coueranue knasuin Ctrl+P / Cmd+P.
OTtkpoetcst okHo ITapameTpsl cTpaHuibI U MeyaTh (CM. pasnen 2.1.12.2.2).

2.1.12.2.2 IleyaTs ¢ npeABapUTeJIbLHBIMH HACTPONKaMHU

Oxno ITapameTps! cTpanunbl U nedarthb (cM. PucyHok 54) comepxurt:
— obJsacTb MpeIpocMoTpa JIOKYMEeHTa,

— ob5acTb HaCTpOeK Ievary.

Ecnu nuct/BeiOpaHHbIl pparMeHT/3afaHHasl 00J1aCTh He COAEPXKUT JaHHbIe /IJis Ie4aTh
WM BCe JaHHble MJisd IeYaTd HaXOASTCS B CKPBITBIX CTOJIOIAX W CTPOKax, OKHO
IapaMeTpoB CTpPAHUIIBI U IeYaTHd He OTKphbIBaeTcsl. Ha SkpaH BBIBOAMTCS IMAJIOrOBOE
OKHO ¢ coobienneM: «Het manubix yist medatu. [loxkanyiicra, yoenurech, 94To y BaC eCTh

110 KpaﬁHeﬁ Mepe OJlHd CTpaHUIld C IdHHBIMU UL ITI€e4daTH.

2.1.12.2.2.1 IlpenBapurtebHbII IPOCMOTP JOKYMeHTa

B ob6nactu MpeaIrIpocMOTpa JOKYMeHTa COAepXKaTCd CillieJyrolre KHOIIKHU:

— - 51 — YMEHBIIUTh/YBeJIMYUTh MacIITad CTpaHUIlbl B 06J1aCTU MIPeINPOCMOTPA;
— BnmcaThk — BIMcath CTpaHUIly B 06J1aCTb IIPeAIIPOCMOTPA;

— v [ — nepeiiTu K ciieyolel/peplyliei CTpaHulle JOKyMeHTa.
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Macmitab, ycTaHOBIJIEHHBIM B 00J1aCTH NIPeINIpOCMOTPA, He BiIMseT Ha IPaHUIIbI IIeYaTy.
HHCTpyMeHTHl u3MeHeHHs1 MacluiTaba IpefHa3HaueHbl TOJIbKO [UISl JI€TaJIbHOIO

MIPOCMOTPA COIEP>KUMOTO JIOKYMEHTA.

,HJISI y2106CTBa IMpOCMOTPa MOXXHO PAaCIIUPUTb OKHO HapaMeprI CTpaHuIbI U II€4YaThb 10

HY>KHOT'O pa3Mepa, JIBUrasi ero rpaHuIlbl.

Oobs1acTh HACTPOEK MEYaTH ObaacTh npeanpocmorpa

a MapameTpel cTpaHuLbl Li‘leuaﬂ: l =
MpwuHTtep
Microsoft Print to PDF v Aara Ton | Mecan | Fogoccon
e ETD Fl R P
arozzom| 201 2|20 2
CeolicTEa NpPUHTEPA... LR iy |20 2
2011 2|z 2
2011 2[ami 2
MeuaTs B OTTEHKAX ceporo 2011 2l 2
2012 2|2z 2
. 2012 2|mmz 2 Tanap 2 3000 964
Konuu 2012 2|z z ransp 3 42 107
arozzam| 2o El Toaap | 270218
q C KOoMMNNekToBaTh 23w aLuzzom| a0 i Taneg 2 26 151
aozzn] 2o 3faomn 3 Tohp 14 185
[ T B Tosap | 1742 631
— B [ ET ilanii s Tomap & 420 875
HDAACTE NEHETH Qnanasan [T i e Tanag 3 71 202
01032012 22 3famz s losap 1 32 B2
D Beck amcr v | | Bee cTpaH.. ¥ ENEEE Sz Tonap 2 419424
01032012 il b ] L ) Tk 5 118 548
O1.14.200% 2008 4|20 & Tewap | 452 &20
o [ T 4 [m0a 4 Tomap 2 221 23
Hanpumep: 1- T 420 5 Tanap 3 4 047
arzn] 2o 42000 4 Toeap | 407 157
e EET 42000 & Tonap 2 160 202
[T T 4 [z000 4 ronsp 3 41 149
ﬂ He neuyatate Ny cTele CTRaHWLE] Q1062011 2011 almi g Toaap | il 76
01062011 il 420114 g 2 253 054
2011 alminn 4 19 855
fleycToponHAR nevatk 2010 5[ s il 027
2011 [ama & 34534
Brikn. " 2011 5|2004 5 g 3 22178
200% [ B Toaap | 304 216
o1.0.2008| 2009 |20 i Tanag 2 52 135
[ T [l BN ToRig 3 4l 447
Macwrab [ &[2000 & Toaap | 676 197
[ ET & [2000 6 TR 2 401 255
Mo paspblBan cTpaHKy 01062011 2010 2000 6 Tanap 5 112 B2
- R T G[z001 6 Tueap | 36 895
i [ [l Tanap 2 222 803
o flonkaosarenscknii 100% . R T [ BN ransp 0 301
[IEEEE e Glaz Toaap | 52 477
- [REE T G20z i Tanap 2 200 §57
UpKreHTauna 01062012 2012 ] EE Tanag 5 a1
oro7.z008| 2008 7|20 7 Towap | 573 944
aruzzom| 200w fl Tomap £ 152 173
01072005 200% 7|20 7 Tanag 3 70 56D
g ]z Fl T Toeap T

_ =  Brnwmcare +
CoxpaHITh Meyats OTtMeHa

Pucynok 54 — Oxuo IlapaMeTpbl CTpaHHUIIBI M I€YaTh
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2.1.12.2.2.2 IlapameTpHhI He4aTu

B obnactu HacTpoek Ie4aTv MO>KHO yKa3aTb I1apaMeTphl, llepeurciieHHble B Tabmune 1.

Ta6ummmna 1 — ITapameTps! neyatu

ITapamerp

Hasznauenue

[TpunTep

HpI/IHTep IUId 11e4aTr JOKyMeHTad.

CBoticTBa pUHTEPA

Kuomnka noctynHa Tonbko B OC Windows. I1pu HaXkaTuy OTKpbIBaeTCs
OKHO CBOMCTB IIpuHTepa. Bun u cocras mapaMeTpoB OKHA 3aBUCUT OT
MO/IeJIU IPUHTepa, BLIOPAHHOT'O B IIOJIe BHIIIIE.

[TapameTpsl, yka3aHHbIe B OKHE CBOMCTB IIPUHTEpa, aBTOMAaTHYeCKH
[IepPeHOCSITCSI B COOTBETCTBYIOIIKe 1107151 OKHA IlapamMeTpsI cTpaHuIbI B
nedarsb. [lapaMeTpsl, KOTOpBIe He NOAIePXKUBAIOTCS IPUHTEPOM,
HezlocTynHbI B okHe IlapamMeTpsI cTpaHuIbI U I1€YaTh.

[TeyaTh B OTTEHKAx CepPOro

[TegaTh IBETHOTO TEKCTa M M300pa’keHM, KOTOPHIE COAEPKaTCs B
JIOKyMeHTe, B OTTEHKAx Ceporo IBeTa.

Kommu

KonmyecTBo neyaTtaemMbIx 3K3eMIUISIPOB JOKYMeHTa.

KommexkroBats /
He xommnexkToBaTb

[Tose mocTynHO, eciiy KOJIMYEeCTBO [1e9aTaeMbIX 3K3eMIUISIPOB IIPeBhIIIaeT
1. OnpeniensieT MOpSAOK TPYIIIMPOBKY CTPAHMI] BO BpPeMs I1e4aTH:

— KommekToBaTs — rpymnmnuposats o konusm (1,2,3 1,2,3 1,2,3);

— He xoMIUIeKTOBaTh — IPYNIMUPOBaTh M0 HoMepam crpanwu (1,1,1 2,2,2
3,3,3).

Ob6mnacTpb meyaTv JOKyMeHTa

O6sacte meuyaru gokymenra (cm. pasgen 2.1.12.2.1):
— 3amaHHas1 — 11e4aTh 33/IaHHON 00JIaCTH JOKYMeHTa.

— Becs jHCT — 11EYATH JTMCTA, KOTOPBINA OTOOpAXKAaeTCs Ha SKPaHe B
HACTOSIIIIMM MOMEHT.

— BrInesienHbli gparMeHT — nedath pparMeHTa, BBIOPAaHHOTO B
JOKyMeHTe.

ITone BBOMA
HOMEPOB/IMANa30HOB
CTpAHHUIT JIJIS TTeYaTH

Hcmonb3yetcs, eciiu HeOOXOIUMO paciiedaTaTh OTAeNIbHbIe CTPAHUIIbI WIH
ITMaTa30Hbl CTPAHUI] BEIOPAHHOTO JUcTa/0bmacTi/dparMenTta. CTpaHUITBI
IUIsl TIeYaTy MOTYT OBITh yKa3aHbI KaK:

Howmepa otnenbubix crpanut. Hampumep: 5, 10, 12.

Huanazonsl cTpanull — yepe3 aeduc. Hanpumep: 1-8, 10-11.

CrpaHuIisl ¢ Havyaa JucTa/obaacTi/dparMenTa A0 yKa3aHHON — B
¢dopmare -<Ne>. Harrpumep, eciv B 1oJie BBZIEHO 3HaUYeHUe -3, TO
pacreyaTaroTcs CTpaHHUIlbI 1-3.

— CrTpaHuIlel ¢ yKa3aHHOH J10 KOHIa JIMCTa/0byiacTi/dparMenTa — B
¢dopmare <Ne>-, Haripumep, eciu B 11oJle BBeIeHO 3HaUeHue 3-, U
JIMCT/06J1acTh/$parMeHT COIeP>KUT 6 CTpaHUI], TO pacredaTaroTCs
CTpaHHUITHI 3-6.
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ITapamerp Ha3znagenue
ITosne HeTOCTYIHO NPy IleYaTH BBIOpaHHOTO ¢pparMeHTa
(cm. paznmen 2.1.12.2.1.1). CozepXuT ciiefyoIiye MyHKTHI:
— Bce cTpaHmIIbI — [1e4aTh BCeX CTPaHMI] TeKyIllero JIMCcTa/3alaHHoN
o0JacTu revaTu.
HuanazoH — Heuernsle crpanuisl, YeTHbIe CTPAHHUIBI — [TYHKTHI IIpeHa3HAUYeHbl

ISl IByCTOPOHHe! IevaTy IOKyMeHTa BpY4YHYIO Ha PUHTepe, KOTOPBIN
He TIOof/Iep>KUBaeT 3TOT TUII ITeYaTh B aBTOMaTH4YeCKoM pexxume. s
[levaTy CHayasla Hy>KHO BbIOpaTh HedeTHble CTPaHUIIb], 3aTeM
IlepeBepHYTh CTOIIKY JIMCTOB 0OpaTHOM CTOPOHOM 1 BBIOpATh I1e4aTh
YeTHBIX CTPAHMII.

He nevarats mycteie
CTpaHMULIB

[TycTbIMM CYMTAIOTCS CTPAHUIIBI, HA KOTOPBIX HET sT9eeK C JIAHHBIMH,
00BEeKTOB (ArarpaMm, U300paXkeHu, GUryp), T9eek ¢ TpaHUIAMHA

(cm. pazmen 2.11.11) wiu 3amuBkoit (cM. pazaen 2.11.10). ITo ymomuanuio
(y1axoK yCTaHOBJIEH.

[Ipu ycranoBke/cHsTHM Pprackka He medaraTs mMycTbie CTPaHULIBI B
00J1aCTH IIpeiBAPUTENILHOIO IPOCMOTPA CKPBIBAIOTCS/0TOOpaXKaroTCs
ITyCThble CTPAHKUIIB! U 00Illee KOJIMYECTBO CTPAHUI] yMeHbIIaeTCsl/
YBeJINIUBAeTCs.

Ecnu TpebyeTcs pacniedataTh OT/ie/IbHBIE CTPAHUIIBY/ IUANIa30H CTPAHMUIT
BBIOpaHHOTO JCTa/001acTi/pparMeHTa, IpeJIBapUTeIbHO YOenuTech, 4To
¢dnaxxox He meyaraTh ImMyCThle CTPAHHUIIBI YCTAHOBJIEH, a 3aTEM YKaXKHUTe
He0oOX0JUMble CTPaHMIIbI/IUATIa30H CTPAHMUIL IS TIeYaTH, OPUEHTUPYSICh
Ha HyMepaIyio CTPAHHUI] B 06J1aCTH MpeIBapUTeTLHOTO MPOCMOTPA.

JIByCTOpOHHSISI Ie4aTh

JIByCTOpOHHSIS TTevyaTh:
— BBIKJI. — OJTHOCTOPOHHSIS [1eYaTh;

— Ilepemier no JIMHHOMY Kparo — JBYCTOPOHHSISI [1e4aTh, CTPAHUIIBI
[IepeBOPaYMBAIOTCSl OTHOCUTEJIBHO JUIMHHOTO Kpas;

— Ilepemier mo KOPOTKOMY Kpalo — IBYCTOPOHHSIS IIe4aTh, CTPAHUIIBI
MepeBOPayvMBalOTCsl OTHOCHUTEIBHO KOPOTKOI'O Kpasl.

Macirrab

CocTaB HaCTPOeK B IaHHOM IPYIITe 3aBUCHT OT 3HAY€HHUsI, BLIOPaHHOTO B
rosie O0J1aCcTH IMeYaTH.

Eciu B mone O6sacts meuatu BeiopaH Texymruii simct, To TpyIina
Macmrab cofiep>XuT ciiefiytoliye HaCTPOUKH:

— Ilo pa3priBaM CTpaHMIL — eCJIM Ha JIUCT C TTIOMOIILIO TaOJIMIHOTO
penaktopa Excel mmu LibreOffice Calc BcTaBneHs! pa3pbiBbl CTpaHHUII,
TO JIUCT pa3bUBaeTCsl Ha CTPAHUIIBI B COOTBETCTBUH C JIAHHBIMU
pa3pbIBaMHU.

Ecnm Ha smcre HeT pa3pblBOB CTpaHMI, TO IIpU BBIOOpE
! 3HaueHus: Ilo pa3pesiBaM cTpaHHMI[ BCe COJIep)KHMOe JIMCTa
pacreyaTaeTcsl Ha OTHOM CTpaHMIle B OUYeHb MeJIKOM MaciiTabe.

— ITomp30BaTeIbLCKUHA — BPYYHYIO U3MEHUTDh MacITab jucTa
OTHOCHTEJIbHO Me4aTHON CTpaHuIlbl. MaciinTab yka3bplBaeTcs B
MPOIEeHTaX.
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ITapamerp Ha3znagenue

HAaCTPOMKH  BBIIIIE), TO TMpPH  BBIOOpe  MacmiTaba
ITosb30BaTeILCKHIA TeYaTh OCYIECTBIISETCS C YIETOM JJAHHBIX
Pa3pbIBOB CTPAHHUII.

j Ecmu mHa smcre ectb Pa3pbIBbl  CTPAHHUI] (CM. OIIMCaHHe

Ecimm B none Obsacts meyarn BoiOpaH BeieneHHplii gparMeHr, To B
rpymime oTobpaxaetcs: mojie Macmrab, KOTopoe COIEpPXKHUT CIleIyIoIIye
3HAYEHUS:

— PakTHYecKui pa3mep;

— Ilo pa3mepy cTpaHHIIBI — IOMECTUTh PACIIEYaTKy BbIIEJIEHHOTO
¢dparmenTa Ha OHY CTPAHUILY;

— Ilo mmpuHe cTpaHUIIBI — BITUCATh BCe CTOJOIBI BBIAEIEHHOTO
¢dparmMeHTa B OIHy CTPaHHUILY;

— Ilo BBICOTE CTPAHUIBI — BIIMCATh BCe CTPOKH BbIJIeJIeHHOT'0 pparMeHTa
B OJIHy CTPaHHITY.

Haxxmure xHonky IledaTs, yToOBI pacredaraTh JOKyMeHT, Wi OTMeHa, 4TOObI 3aKpHITh

OKHO.

2.1.12.2.2.3 IlapamMeTphI CTPAaHUIIBI

B ob6mactu HAaCTpoOeK IIe4aTh MOKHO YKd3dThb CJIeAyoluiye IIdpaMeTpbl CTPAdHUIIbL

(cm. PucyHok 55):

CPII&HT-_’-U'IIFH

asmep .‘:;,-r:-.’.rn:

Ad (21x%29.7 cm) w
Bepxree noae HusHee none:

2,01 M z 2,01 em z
Jlesoe none: Mpaeoe none:

2,01 cm z 2,01 cum -

N = BnucaTb +
CoxpaHuTh Meuats OTmeHa

Pucynok 55 — Hactpo¥iku cTpaHuibt
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— Opuenranua - KHWXKHas (BepTUKalbHasl) WIM ajdb0OMHasi (TOPM3OHTAJIbHAS)
OpHYEeHTAIIUs CTPAHUIIbI.

— Pa3mep d0ymaru — pa3amep Oymard, UCIIOJIb3yeMOU MPHY MevYaTH.

— Bepxuee nose, Hmxnee nosie, JleBoe nmoste, IlpaBoe mosie — paccrosinve Mexxay KpasiMmu

CTpaHUIBI U COOEPKUMbBIM TOKYMEHTAd.

[TapameTpsl CTpaHMI], yKa3aHHblEe i1 TeKyIlero JIMCTa, MOXHO COXPaHUThb [IJIst
MOCJIeAYIONIMX CeaHCOoB IevdaTu. YToObl COXpaHUTh HACTPOMKU M 3aKPBITh OKHO, HAXKMUTE KHOIIKY
Coxpanurs. UToObl pacreyaTaTh JOKYMEHT U COXPAaHUTh HACTPOMKU, HAXKMHUTe KHOTIKY IledaTs.

[TapameTpsi CTPaHMII, yKa3aHHbIe IIJISE re4yaTu BBIOPAHHOTO ¢dparmenTa
(cm. pazpen 2.1.12.2.1.1), npuMeHSIIOTCS TOJILKO BO BpeMs TeKyIlero ceanca. CoxpaHeHHe JaHHBIX

HACTpOeK HeJOCTYIIHO.

2.1.12.2.3 bricTpas ne4yaThb

JIOKyMeHT MOXKHO pacliedaTaThb B OJHO IelCTBHe, Oe3 BbI30Ba OKHA HACTPOWKM CTPaHUILI U
[evyaTH.

Jly1st GpICTpO¥ ITeYaTy UCIOJIb3YIOTCS:

— Hacrpoiiku neyaty 1o yMOI4aHHUIoO.

— Ilocnepuuii ucnionb3oBaHHBIN IPUHTepP. ECIM HU OJTHO YCTPONCTBO He UCIIONIb30BAJIOCh,

TO BbI6I/IpaeTC5I IIpUHTED, YKBBBHHbIﬁ B HaCTpOﬁKaX CHCTEeMBI.

J11s1 6BICTpOY MTeyaTH JOKYMeHTa BBIIOJIHUTE OJTHO U3 CIeIYIOMIUX JeHCTBUM:
— Ha nanenu MHCTpyMeHTOB, B pasfene Paiin HaxvuTe KHONKY (— (BBICTpas medyaTn)

(cM. Pucynok 56).
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Daitn  [lpaeka Beraska @opmar  Tabowua  [anHwe
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Pucynok 56 — Kuorika beicTpas neyatsb

— Ha nmanenu uHCTpyMeHTOB, B pa3szesie Paii HOXXMUTE Ha CTPEJIKy CIpaBa OT KHOIIKU

=} (BeIcTpas medyaTh) U B BLINAJAIoIeM CIIMCKe BribepuTe KoMaHy BricTpas me4arts.

2.1.13 3akpsoITh daiin

[Tocne 3aBepmienus: paboTel ¢ $aisioMm coxpaHuTe ero (cM. pasnen 2.1.7) U 3aKpoliTe OKHO
IIPUJIOXKEeHHUs] OJTHUM U3 CIIe[YIOLUX CIIOCO0O0B:

— Boibepute nyHKT koMaHiHOTO MeHI0 ®aiin > 3akpsbITh (cM. PucyHok 57).
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®aiin  [paeka Beraeka @opmar  Tabavua [Jadvme

[% Cosaate Ctrl+N

Co3gate no wabaoHy...

[=  Omkpoito.. Ctrl+0
OmkpoiTe B obnake... Ctrl+5hift+0
HegaeHwe gokymeHTH L4
PaboTa B obnake »

5l Coxpanute Ctrl+5S
CoxpaHWTE Kak... F12
SKCNOPT..

CoxpanuTte wabnoH...
3agate naponk...

(=1 [apamerpw cTpaHMUB W NeYats Ctrl+P
JaKpEITE

Pucynok 57 — KomannHoe mMeHio Paiin

—  Haxwmure KHOIIKY BaKprTb B 3dI'OJIOBKE OKHdA IIPUJIOKEeHUS.

— Haxmure coueranue knapumi Alt+F4 / sCmd+Q.
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2.2 JlelicTBUA C STYeHKAMHU, CTOJIOI[AMH B CTPOKAaMH

2.2.1 Pacimputs pabodyro 001acTh

Bce nmeiicTBus Ha JHMCTe OCYIIECTBIISIOTCS B Tpefiesiax pabodeid obnactu. [lo ymomdanuro
pabouas obnacte coctout u3 10 cronbuos u 20 cTpok.

['panuner paboueii o0b6acTv pacIIMpSIFOTCS aBTOMAaTW4eCKH, eClIM Ha JIMCT BCTaBJISIOTCS
CKOIIMPOBaHHbIe CTPOKKU/CTOIOIBI, KOJIMYECTBO KOTOPBIX IIPeBhIIIaeT KOJIM4eCTBO CTPOK/CTOJIOIOB B
paboueii 0b6acTy.

Ecnu Tpebyercsi pacuivputh IpaHuIbl pabodeidl 006jacTv BpPY4YHYIO, BBIIIOJIHUTE OJIHO W3
CJIeIVIOIIUX JeUCTBUIA:

— JIBOMHBIM II1eJTYKOM MBIIIIY BBIZeNIUTe JTI00YI0 siueiiKy B CTPOKe WK B CTOJIOIe, KOTOPBIN

cllefiyeT BKJIFOYUTh B pabouyio 0671acTh.

— IIpaBo¥i KHONKOW MBI HIEJIKHUTe 10 3ar0JIOBKY CTPOKH/CTOJIOIA, KOTOPBIM ClefyeT

BKJIIOUWTh B pabodyio 06jacTb, ¥ BBIIOJIHWATE KOMAHJly KOHTEKCTHOTO MeHIO

HdobaButs crpoku: n/ Jlod6aBurs crosbns: n (cM. PucyHok 58).

7
18
19
20

21

22
23 L} JoBaenTe cTpoku: 2
24
25

Pucynok 58 — JlobaBinenue cTpok

— Beoigenute moOyio sideliky B IOcie[Hel CTpoke/cTosnbre pabodeil obsactu. YToObI
YBeJIMYXTh pabouyto 06J1acTh Ha OJIMH WJIM HECKOJIbKO CTOJIOIOB, UCIIOJIb3YITe KIIABUIITY
Tab. YtoOb! yBesinunTh pabouyto 06J1aCTh Ha OOHY WIA HECKOJIBKO CTPOK, UCIIOJIb3yHTe

kiasuiy Enter.
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2.2.2 BeimeauTh AUANA30H SYeeK

2.2.2.1 BoeiesiTh NpOU3BOJIBHBIH IHANIAa30H UK

YToOBI BBHIAENIUTH MTPOU3BOJIBHBIA JWalla30H sS9eeK, HaBeIuTe Kypcop Ha sS4YerKy, KOoTopas
CTaHeT MepBOM B JiMaria3oHe. Y IepXKUBasi JIEBYI0 KHOMKY MBIIIH, TPOTSHUTE KypPCoOp JI0 MOC/IeIHel
siYeMKM IMarna3oHa. 3aTeM OTIYCTUTE JIeBYIO KHOIKY MBbIIIIH.

HeobOxoaumbrIii rama3od MOXKHO BBIJIENIATDH B JIF0O0OM HaIlpaBJIeHHUH CTPOKH WIH CTOJIOIA.

HpI/IMepr BblIeJIEHHWs ITPOU3BOJIBHOI'O IWAIId30HA d9€eeK IIpeiCTdBJIEHbI Hd PUCYHKAX 59-61.

Pucynok 59 — Brijienenre auanasoHa sideek 110 TOPU30HTAIIN

Pucynok 60 — Beigenenue yana3oHa siueek 0 BepTUKaIN

Pucynok 61 — Boiesienre quana3oHa siueek 110 JuaroHaau

2.2.2.2 BeImeauTs BCe SY4eHKH JIUCTA
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YTOoOBI BbIIENIUTH BCe STUEMKH, KOTOPbIe pacloJioyKeHbl B paboyel 00/1acTU TeKyIero JMcTa
(cm. paznen 2.2.1), BBIIIOJIHUATE OJTHO U3 CJIEAYIOMIUX JeHCTBUM:
— HaBeauTte Kypcop MBIIIM Ha JIeBbIM BEPXHUM yToJl pabodel 006/1acT Tak, YTOOBI Kypcop
MIPUHAT BUI %, U IEJIKHUTE JIEBOU KHOIIKOU MBIIIIH.

— Bribepute nyHKT KoMaHHOTO MeHIo IIpaBka > Beigenuts Bce (cMm. PucyHok 62).

Mpaeka Becraeka @opmar  Tabawua  JanHme VHg

= OTMEHWTB Ctrl+Z

" MoetopuTe Ctrl+Y

S Bripesate Ctrl+X

KonupogaTs Ctrl+C

[Ty BcTaBuTe Ctrl=V
BeTagwTh 3HAYEHMA W dopmaT Ctrl=Alt+V
BcTaBWTb TOMBKD 3HAYEHKA
Beraeuts uz Gydepa obmena r

£ KonwposaTe dopMaTMpoEaHWe Ctrl+5hift+C
MpUMeHWTE §opMaTUpOBaHKWE Ctrl+5Shift+V
BmaenuTk Bre Ctri+A

1 Mowuck Ctrl+F

Pucynok 62 — KomangHoe mento IIpaBka

— Haxwmure coueranne xiaasuml Ctrl+A / $Cmd+A.

Ecm Ha nucre BbienleH 06bekT (M3obpaxkeHue, ¢urypa Wik OudarpaMmma), Iepep
BbIJIeJIeHMeM BCeX si'YeeK C IIOMOIIbI0 KOMAaHAHOTO MEHI0 WJIM COYeTaHWsl KJIaBHII

CHHMHTe BbIJleJIeHHe C JaHHOI'0 00BbeKTa.

[Ipu ncronb3oBaHUK 3TUX KOMaH], BBIJEJISIOTCS STYeMKU TOJIBKO Ha TeKyIlleM JIUCTe. Suerku
Ha JIpYTUX JIMCTaX 3JIeKTPOHHOM TabJIMUIIbI He BBIIEISIOTCS.

[Tpu nepexosie Ha IPYTOM JIUCT BbIleJIeHMe IMalla30Ha Ha TeKyIeM JIMCTe COXPaHsIeTCsl.
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2.2.2.3 CHATH BEIZIeJICHUE

YToOBI CHITH BbIJIeJIeHHe, IIeJIKHUTE JIEBOM KHOIIKOW MBIIIH 110 JIFO0OH sST9erKe JIUCTA.

2.2.3 O0benuHUTH U PA3beJUHUTD TYCHKH

2.2.3.1 O0bequHUTH TYCHKH

JIrob0e KomM4ecTBO siYeeK Ha TeKylleM JIMCTe MOXXHO OObeJUHUTD.

[Ipu 06begHEHUM STYEEK:

— OTMeuYeHHBbIN AMAIla30H CTAHOBUTCS eJUHOM STUYerKOMH;

— COXpaHSIOTCS JaHHbIe TOJIbKO U3 BEPXHeWU JIEBOU SIYeKU Juara3oHa;

— K OoOBeAMHEHHOW s4elike NpUMeHsieTCsi GOpPMaTUPOBAaHHWE BepXHEW JIeBOW SYeHKU

JHdIla30HaA.

YToObI 00BeIUHUTH STYEHKH, BbIIEJIUTE UX U BBIIIOJIHUTE OJIHO U3 CIeIyIOIINX JeHCTBUM:
— DBroibepute mnyHkT koMaHgHOro MeH TaGmmma > OO0BeIMHHTH SYEHKH

(cm. PucyHok 63).

TaBavua [JdadHeie  MHctpymedte Bug  OBwwid goctyn He

TR  BcTaewTb cTROKY Boiwe Alt+A
& BeraewTe cTpoky HuKe Alt=B
E Becraewte cTonbey cneea Alt+L
ﬂ BetaeuTe cTonBey cnpaea Alt+R
d YapanuTe cTpoky

% ¥nanuTte cTonbey,

CKpbiTh CTROKY
Mokazate cTpoky
CkpwiTe cTonBeL

[MNokazaTe cTonbel,

OB begMHWTE AYERKK Ctrl+Alt+M

i B

PazbeguHWTE AueikK Alt+Shift+M

Pucynoxk 63 — Komanguoe mento Tabmuria
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— Ha mnanenmu wuHcTpymMeHTOB, B pasfgeie $ueiiku (cM. PucyHok 64) HaxmuTe

KHOIIKY ] (O0bequHUTD A9eHKH).

—

LyEH B S B 'S
H v B dE e

AderKkmn [aHHbie

Pucynok 64 — Kunonka O0befMHUTD STUeHKH

— IlpaBo¥i KHOIKOM MBIIIN IIEJIKHUTe IO JHANa30Hy BbIIEJIEHHBIX S'UeeK U BBIIOJTHUTE
KOMaH/y KOHTeKCTHOro MeHI0 O0beIMHUTh STUYeHKH.

— Haxwmure coueranue kinasui Cirl+Alt+M / ~Option+s&Cmd+M.

2.2.3.2 Pa3befuHUTH TYCHKH

PazbeiMHUTE MOXKHO TOJIBKO Te STYEHKH, KOTOPble paHee ObUTH 00heIMHEHHI.

YToObl pa3beqUHUTL SYEeWKH, BBIJIEJIUTE SYelKy, CO3[aHHYI0 IyTeM OObeUHEeHUs, U
BBIIIOJTHUATE OJIHO U3 CJIeAYIOIUX NeMCTBUM:

— DBroibepute nyHKT KOoMaHaHOTO MeHo Tabiamma > PaszpequHuTh —sT9eHKH

(cm. PucyHok 65).

TaGoamua  fJanneie  WHctpymente  Bug  OGwwi goctyn  Ha

TR BcraewTe cTpoOKy Boiwe Alt=A
& BeraewTe cTpoky HuKe Alt=B
E BrTaeuTe cTonbBey cnesa Alt+L
ﬂ BetaguTe cTonBey cnpaea Alt+R
d YapanuTe cTpoky
% Yaanute cronbey
CkpbiTe CTPOKY
Mokazate cTpoky
CkpmiTe cTONGEL
MNokazate cTonbel,
E  OfrveanHuTe Ausikm Ctrl+Alt+M
B  Pazwegunuts aueiikn Alt+5Shift+M

Pucynoxk 65 — Komanguoe mento Tabmura
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— Ha mnanenmu wuHcTpymeHToB, B pasnene Sdeiikm (cm. Pucynok 66) Haxmwure

KHOIIKY [ (Pa3pemuHUTD SYEHKH).

OSvHl ®™mawm B\
M~ B H§ e~

Auekm [aHHbie

Pucynok 66 — Knorika Pa3sequHuTh stueiiku

— HpaBOfI KHOIIKOM MBbIIIW INEJIKHUTE 10 BbIJIEJIEHHOM S4YelKe W BBIIIOJHHUTE
KOMdHy KOHTEKCTHOI'O MeHIO Pa31>enmm'rb STYelKH.

— Haxwmure coyeranue knaum Alt+Shift+M / ~Option+{Shift+M.

JlaHHbIe, KOTOPbIE COepXKaTcsl B 00beJUHEHHOM sTyelike, TIOMEIAIOTCS B BEPXHIOIO JIEBYIO
siYelKy MOJTy4eHHOr0 JIMana3oHa. Sl4eiiku IMara3oHa HacjieyoT ¢popMaTHpoBaHue 06beJuHeHHON

SYCHIKU.

2.2.4 Anpecanus siueek U qUANa30HOB STUeeK

Anpecanius — 3T0 oOpalleHuMe K sdelikaM WIM JMala3oHaM Jyisl MX JlajbHeuIero
HCIIOJIb30BAHMS B BLIYHMCIICHUSIX.

Anpeca (TakXe — CCblIKU), ObIBAIOT TPeX BUJIOB:

— OTHoOCHUTeIBbHBIE — 3TOT BHJI CCBUIOK W3MEHSeTCsS TIPH KOIWPOBAaHWUU WU
aBTo3anojHeHuu. [lo yMmoig4aHWI0O BCe CCBUIKM B peJlakTope TPUHUMAIOT BUJ]
OTHOCHUTEJILHBIX.,

— AOconoTHBIE — J3TOT BUJ CCBUIOK He U3MeHsleTCs Tpd KOMUPOBAaHUM WU
aBTo3anojHeHuH. [loaToMy X HEOOXOAMMO UCTIOIB30BaTh 7Sl POPMYJI, B KOTOPBIX €CTh
MTOCTOSIHHBIE BeJIMYUHBI, HAl[PUMep, TPOIIeHTHAsI CTaBKa.

— CMemaHHbIe — 3TOT BHJ CCBHUIOK IIO3BOJIIeT COYeTaTh KaK aOCOJIIOTHBIM, Tak H
OTHOCHUTeJIbHBIN afipec. Hanipumep, B cchuike B$5, D$12 He MeHsieTcst HOMep CTPOKH, HO

MOXeT MeHSATbCA HaMMeHOBdHHe CTOJ'I6I_[a.
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2.2.4.1 Angpecaius siueexk B criiie Al
Ctunp otobpaxkenusi ccbuiok Al (cm. Tabnuma 2) ucnosibdyercss B NPWIOXKEHUH 110
YMOJTYaHHUIO.

B crune Al aapec sigeiku COCTOUT M3 OYKBEHHOT'O MMEHM CTOJIOIA M YKCJIOBOTO WUMEHH
crpoku. Hanpumep: Al, C12, G37, ND524 u T1.11.

[Tpu cozpanum Qaiinia JIUCTHI Co/lepKar:

— 20 cTpok ¢ umenamu ot 1 no 20;

— 10 cTonbros c umenamu ot A fo J.

HpI/I ,[[O63BJ'I€HI/II/I CTOJ'I6I_IOB B TaGJ’II/IHy HOBBI€ 3JIeMEHThI I[10JIYy9dIOT UMEHd, COCTaBJIEHHbIe U3

nByx o6yks: AA, AB, AC, 3zatem BA, BB, BC u 1.11.

Ecmi  nByxOykBeHHBle — cOueTaHMsl  3aKaHUYMBAIOTCS,  CTOJNOIAM  I[IPUCBaMBAOTCS

TPEX6YKBEHHBIE‘ HMMeHad.

HpI/I ,[[O63BJ'I€HI/II/I CTpOK B Ta6J'[I/ILIy HOBbI€ 3JIEMEHThI IIPOAOJDKAIOT HyMepadllyio.

Tab0smua 2 — A0DCOJIIOTHEIE H OTHOCHUTEJIbHBIE CChIIKH B cTiuie Al

OrHocurennHasa ccelika | Al

AbconoTHasa cchUIKA $AS1 — cronben 1 cTpoka He U3MEHSIOTCS IPY KOIMPOBAHUHU

CMeliaHHbIe CCBLIKH $A1 - cronber; He U3MeHsIeTCs IPY KOTMPOBAHHUY;

AS$1 - cTpoka He U3MeHsIeTCs! IPU KOIIMPOBAaHUU

2.2.4.2 Anpecamus siueek B ctwiie R1C1

s nepexopna k ctwito otoopakeHus: cceliiok R1C1 BbIOepuTe MyHKT KOMaHHOTO MEHIO

Bupg > R1C1 (cMm. Pucynok 67).

Buag OBwwiA ao

MacwTab r
R1C1

Manene HCTpyMeHToE P

Pucynok 67 — KomangHoe mento Bug
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B ctuiie R1C1 v cronbiuibl, v cTpoku o603HavyatoTcs udciaamu (cM. Tabmuna 3). Aapec siueiiku
1ipu aToM popmupyetcs 1o popmysie RnCm, rue:
— R - o6o3navenue crpoku (Row), a n — HOMep CTpoKH;

— C — oboznauenue crosnbia (Column), a m — HoMep cTosb1IA.

Hanpumep, nms sueriku D5 B ctune R1C1 - R5C4.

Tab6suna 3 — AOCOJIIOTHEIE M OTHOCHTeJIbHBIe CChLIKH B cTuie R1C1

AbcosoTHAs CCHUTKA R3C2 — abconmoTHas CChUIKA Ha SYeiiKy, PacIIoIokeHHYIO

Ha MepecevyeHrUy CTPOKU 3 U CTOJIOMA 2;
R3 — abcomtoTHas CChUIKAa HA CTPOKY 3;

C2 - abcosoTHas CChbIIKA Ha crojberr 2

OTHOCHTeNBHASA CCHUIKA | RC - orHOCUTE/bHAS CCHUIKA Ha TEKYIYIO TIeiKy:;

R[-2] — oTHOCHTENbHAS CChUIKA Ha CTPOKY, PAaCIOJIOXKeHHYIO HAa 2 CTPOKU
BBbIIIIE TEKYILleH;

C[3] — oTHOCUTeNbHAs CChITKA HA CTOJIOEIT, pacllooXKeHHbIA Ha 3 CToJOIa
MpaBee TeKyIIero

CMmemmrannbie cCbUIKH RC5 — cchiika Ha Si9eiiKy, pacIioJIOKeHHYIO B TeKYIIe# CTpoKe, B CTONIBIe

5;
RC[-5] - ccpinka Ha S4elKy, paclooykKeHHYI0 B TeKyIlel CTPOKe
Ha b CTOJOIIOB JieBee TeKyIIel sueiky;

R3C|2] — ccbutka Ha siueliKy, pacIioIoXKeHHY0 B CTPOKe 3
Ha /IBa CTOJIOIIa ITpaBee TeKyIlel siueiKy;

R[3]CI-2] - cchinka Ha s4YeiKy, pacmoyIoXKeHHYIO0 Ha 3 CTPOKU HIDKe
1 2 CcTON0OIIA JIeBee TeKYIIEeH sTUeiKy;

R[-3]C[2] — cchuika Ha si9eliKy, pacIoIOKeHHYI0 Ha 3 CTPOKH BhIIIIe
U 2 cTonbiia mpaBee TeKyIen s9ernku

Ecm Ha MomeHT mepekitoueHust Tabmuibl u3 pexxuma Al B pexxum R1C1 B Hell Obutn

abCOoIIOTHRIE CCBbUIKH, OHU OCTAHYTCHI abCOTIOTHBIMH.

2.2.4.3 Anpecamus quana3zoHa

Ccbuika Ha Auana3oH GOPMUPYETCS 10 JIBYM ero YIJIOBbIM sSYerKaM:
— HauanbHas si9eiiKa — JIeBbli BepXHUMW yTOJ1 IMAlla30Ha;

— KoHeuHas siueiika — IpaBblii HYDKHUH Yol IMana3oHa.
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HavanpHas ¥ KOHeyHasl sideiika pasfenstoTcsi omneparopoM «:». Hanpumep: B4:D6
(cM. paznen 2.6.4).

Ecm png appecanym sigeex BuiOpaH ctwiib R1C1, To B HEKOTOpBIX CiIydasix MOXKHO He
yKasbIBaTh OIlepaTop AuanasoHa «:». Tak, [is IoJydeHHUs! CChUIKM Ha IMalla30H BCeX sideeK OJHOMU
CTPOKM MOXHO yKasaTb TOJIBKO CCBUIKY Ha 3Ty cTpoky. Hampumep, cceiika R1 ykasbiBaeT Ha

JIMalia30H BCceX siueeK IIepBOM CTPOKH.

2.2.5 CTonbubI U CTPOKH

2.2.5.1 BeiienuTh cTOI0EI] WIH CTPOKY

YToObI BBIJIEIUTH CTOJIOEI UJTK CTPOKY, BOCIIOJIB3YHTEeCh OTHUM M3 CJIeYIOIINX CII0COOO0B:

— HaBeaute kypcop Ha 3arojioBoK CTOJIOIIa/CTPOKM TakK, YTOOBI KypCcOp MPUHSUT BUT 4.
[ITeskHUTE 110 3aroJIOBKY JIEBOM KHOIIKOW MBIIIIH.

— Illenknure 1o m060H sYelike B CTPOKe WIM CTOJOIe, KOTOpPBIA TpeOyeTcsl BBIIEJIUTb.
YTo0BI BbIIETIUTH CTPOKY, HaXkMuTe codetanue kiasuill Shift+IIpo6esn. YTobb! BeIEINT

crosnber, HaxkmuTe codetanue kiasuill Ctrl+IIpo6esn / {iShift+3Cmd+IIpooe.

Yrobbl BBIAETUTH BCe CTPOKM, B KOTOPBIX pacnojioXxeHa oOBelMHeHHas sueika
(cM. paznen 2.2.3.1), BeifennTe 3Ty sS9eliKy M HaXKMUTe coyeTaHue kiiaBuil Shift+IIpooesn.

YToObl BBIIENWTH BCe CTOJNONBI, B KOTOPBIX paclojioXkeHa OOBeWHeHHas s4YerKa
(cM. pasgen 2.2.3.1), BblenuTe 3Ty s4eliKy UM HaxmuTe codeTaHue kiasuil Ctrl+IIpoben /

{Shift+3Cmd-+IIpo6en.

2.2.5.2 BoiiesinTh UANa3oH CTOJIOIO0B MM CTPOK

Jlnst BbIjlesieHHsT HeOOJBIIIOrO JIMara3oHa CTOJIOIOB WJIM CTPOK BBITIOJIHUTE CIJIeIyIolre
IEeHCTBUS:
1. HaBemuTe Kypcop Ha 3arojioBOK IepBOrO BbIAEJISIEMOr0 3JieMeHTa TaK, YTOObl Kypcop
NIPYHSUT BU 4.
2. 3axaB JIeBYIO KHOIKY MBIIIH, ITPOTAIKATE KYPCOP IO 3arojIOBKaM 3JIEMEHTOB, KOTOpPbIe
HeoOXOIUMO BBIAEIUTh.

3. OTtnycTuTe JIeByIO KHOIIKY MBIIIIH.



410
502220.29144487-2016-01 34

HJ’[S[ BbIleJIeHWs JHdllda30Had CTOJI6HOB WJIN CTPOK, KOTOprﬁ BBIXOJUT 3a IIpeleiibl BUIMMOM

obnactu Ta6J'II/IIII)I, BBITIOJIHUTE CJIeAyIouire JIeCTBUS:

1.

HaBenute kypcop Ha 3arojIOBOK TIEPBOTO BBIJIEISIEMOTO 3JIeMeHTa TaK, YTOOBI KYpCop
NIpUHSUT BUT, 4.

BrimenuTe 3TOT 3arojioBOK II@TYKOM JIeBOM KHOIIKH MBIIIH.

Hagenvte Kypcop MBIl Ha 3arojIOBOK MOCJIeHET0 BbIAEISIeMOro 3jieMeHTa TaK, YTOObI

oH npuHsi1 BUf 4. lllenkHuTe 110 3aronoBky, yaepkuBas Haxxato KiaBuiny Shift.

2.2.5.3 U3meHHnTH pa3Mep CT0JI0IA HIN CTPOKH

[Io ymomuaHHIO TIpM CO3[laHUM JIOKYMEHTa BCe CTOJIOIbI M CTPOKM UMEIOT OIWMHAKOBBIN

pa3mep. B Imponecce pa6OTbI MOJKHO U3MEHSATb HIMPUHY CTOJ'I6LIOB " BBICOTY CTPOK KdK BPYYHYIO,

TdK 1 dBTOMdTHUYECKH.

YToOBI U3MEHUTD pa3Mep CTOJIOIIA UM CTPOKW BPYUYHYIO, BBITIOJIHUTE CJIeJTyIolre 1eUCTBUSL:

1.

HaBepute xypcop Ha mpaBylo IPaHHUIlYy 3arojioBKa CTOJIONA WM Ha HWXKHIOIO I'PaHUIY
3arojioBKa CTPOKH TakK, YTOObI KypCcop MPUHSUI BUJ ABYHAIPaBJIeHHOM CTPesKH.
3akaB JIeBYIO KHOIIKY MBIIIH, IlepeMeCcTUTe IPaHUIly Ha HY>KHYIO OTMeTKY.

OTHYCTI/ITE JIEBYIO KHOIIKY MBIIIIH, YTOOBI BBCIJI/IKCI/IPOBaTb BbI6paHHO€ 3Ha4YeHHe.

YrobBl aBTOMATHYECKH I'IOI[O6paTb MUPpURY CTOJ'I6L[a o CoAepXxXrnumMomy SSYeUKHA C

HauOOJILIINM KOJIMYeCTBOM AdHHBIX, BBIIIOJIHUTE OJHO U3 CJIeAYIOIINUX JEeNCTBHM:

HaBenuTte Kypcop MBI Ha NpaBylO T'PaHUIy 3arojioBKa CTOJIONA Tak, 4TOOBI Kypcop
MIPUHSUT BU]] IByHAIIPABJIEHHOU CTPeJIKU, Y IBXKIbI IIeJIKHUTE MBIIIBIO.
[lenkHyTe NMpaBOM KHOIKOM MBIIIM 110 3arojIOBKY CTOJIOIIA U BBIIOJIHUTE KOMAaHAY

KOHTeKCTHOI'O MEeHIO BI)IPOBHHTI) I10 ITUPpHUHE COAEPKUMOro.

YT0oO6BI aBTOMATH4eCKH 110/100paTh BBICOTY CTPOKH 110 COIAEPXKUMOMY STUeHKU C HAUOOJIBIIUM

KOJIMYeCTBOM JIaHHBIX, BBITTOJIHATE OJTHO U3 CJIIYIONIUX JeHCTBUIA:

HaBenute Kypcop MBIIIM Ha HW)KHIOKO I'DaHUIly 3arojIoBKa CTPOKM TakK, YTOOBI Kypcop
MIPUHSUT BU]] IBYHAIIPABJIEHHOM CTPEeJIKU, U IBaXKIbI IIeJIKHUTE MBIIIBIO.
[lenkHuTe mpaBOM KHONKOW MBIIIM IO 3arojioBKy CTPOKHA U BBIIIOJIHUTE KOMaHIY

KOHTEeKCTHOI'O MeHIO BI»IPOBHHTI) I10 BBICOTE COAePHKHUMOro.

Y1o6Bl aBTOMAaTHYeCKH MOAO0OpaTh IIMPUHY/BBICOTY HECKOJIbKUX CTOJIOIOB/CTPOK,

BLITIIOJIHHUTE ClIedyroliyre JenCTBUS:
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1. Brimenure Tpebyemble CTONIOLBI/CTPOKHY.
2. BplinosnHUTe aBTONOAOOP MIUPHUHBI/BBICOTHI OJTHUM U3 CJIEIIOLIMX CIIOCOOOB:

— HaBemute Kypcop MBIIIM HA TPaHUIy MeXAY JBYMs JIFOOBIMH 3aroJiOBKaMu
CTOJIOITOB/CTPOK B BBIJIEJIEHHOM JIMAlla30He TaK, YTOObI KypCOp IIPHHSUT BHJI
JIBYHAIIPaBJIEHHOM CTPeJKU. JIBaXK/bl IIIEIKHUTE MBIIIbHIO.

— IllesnkHuTe mMpaBOM KHOMKOM MBIIMIK O 3arojioBKy JiF0O0ro CTOJIOIa/CTPOKU B
BbIJIEJIEHHOM JIMAIla30He U BBIMOJIHUTE KOMaHJly KOHTEKCTHOrO MeHI0O BBIpOBHATH

II0 HMIMpuHEe COAEePKUMOro njin BblpOBHﬂTb I10 BBICOTE COAepKNUMOro.

Jl1st kaxioro cTosyibIa/CTpoOKY B BBIJIeJIeHHOM JUala3oHe MofibepeTcsl MMpHHA/BBICOTA 110

COAEepXXUMOMY SYEeVKHU C HAauOOJIBIINM KOJIMIeCTBOM JdHHBIX.

2.2.5.4 CKpBITH CTOJI0EI] WIH CTPOKY

YToOBI CKPBITH CTOJIOEI] UK CTPOKY, BHITIOJIHUATE CJIeIyIolye JeHCTBUS:
1. Brimenure neamkoM HeOOXOAMMBIN 3JIEMEHT WX 3JieMeHThI (CM. pazgen 2.2.5.1).
2. BoinonHUTe KOMaHY CKPBITHS 3JIeMeHTa OHUM U3 CII0COD0B:
— DBruibepute nyHkT koMaHgHOro MeHio Tabmuma > CkpbeITh cros10en/ CKpBITH

cTpoky (cM. PucyHok 68).

Tabowua  fJanneie  Wnctpymedte  Bug  OBwwid goctyn H

TR  BcraewTe cTpoky Boiwe Alt=A
& BCTaBWTh CTPOKY HMME Alt+B
ﬂ BrTaeute cTonbBey chesa Alt+L

BetaguTe cTonbey cnpaea Alt+R

3 YganuTe cTpoky

@ ¥oanmte ctonbey
CrphiTe cTpOKY
Mokazate cTpoky
1 T
CKpbiTh cTONDEL,

MokazaTe cTonbel,

Pucynoxk 68 — Komanguoe mento Tabmuria
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— HpaBoﬁ KHOITKOM MBIIIN IIeJIKHUATE I10 3ar OJIOBKY 3JIEMEHTAa U BLIIIOJIHUTE KOMaHYy

KOHTeKCTHOro MeHI0 CKpBITH cTosoen i CKpbITh CTPOKY.

CKpBITBIE 3JIeMEHTHI OTMeYaloTCsl MapKepoM B 3arojioBke (cM. PrucyHok 69).

5000
10000

= on =

Pucynok 69 — CkpbITble CTpoku

CKprTI)Ie CTPOKH M CTOJ'I6I_U:>I He BBIBOJATCYA HA I1e4aTh.

2.2.5.5 IToka3zaTh CTO/I0CI] MJIH CTPOKY

YT0o0BI 0TOOPA3UTh CKPBITHIN CTOJIOEI] WA CTPOKY, BBIIIOIHUTE CIIeyIOI1e 1eUCTBUS:
1. Beigenure ABe cTpoku win cTosnbna (cM. pazgen 2.2.5.1), Mexay KOTOPBIMU HaXOAUTCS
CKPBITBIN 3JIEMEHT.
2. BrblinonHUTe KOMaH/Ty OTOOPaXKeHUsI 3JIeMeHTa OJTHUM U3 CJIeIyIOIIUX CIIOCOOOB:
— Bruibepute nyHkt xomangHoro meHio Tabmuma > ITokazats crosben/Iloka3aTh
cTpoky (cM. PucyHok 68).
— IlpaBoit KHONIKOM MBIIIY IIEJIKHUTE TI0 3ar0JIOBKaM BbIJIeJIEHHBIX CTOJIOIOB/CTPOK U
BBITIOJIHUTE KOMaHJly KOHTeKcTHoro MeHio Iloka3zath crosnben wiv Iloka3saTh

CTPOKY.

[Toce BbIIOSTHEHUS] KOMaH/IbI 0TOOPaXKatOTCs BCe CTPOKU/CTOJIOIIbI, CKPBIThIE [T0/T MAPKEPOM.

2.2.5.6 BcraBuTH CTOJIOIIBI

Y106BI OBICTPO 106ABUTH OAAWH CTOJIOEI], BBIIIOJIHUTE CJIeyIoIue TeUCTBUS:

1. Boigenure siueiiky umm cToiiberl, CjieBa WIK CIpaBa OT KOTOPOTO HeO0OX0auMO 106aBUTh

HOBBIH CcTOJI0eII.
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2. BcraBbTe cTonber 0JJHUM U3 ClIeJIyIOIUX CII0OCOOOB:

— Bribepute nyHkT koMaHjnHOro MeHio TabGmmma > BceraButh crosden cieBa/

BcraBuTs crosiben cipaBa (cM. Pucynok 70).

TaGowua  fJanneie  Wnctpymedte  Bug OBwwi goctyn H

TR BcraewTe cTpoOKy Boiwe Alt=A
& BeraewTe cTpoky HuKe Alt=B
E BrTaeuTe cTonbBey cnesa Alt+L
ﬂ BetaguTe cTonBey cnpaea Alt+R

Pucynok 70 — Komannnoe mento Tabnauma

— Ha mnanenmu wuHcTpymeHTOB, B paszpeiie fdeiiku (cM. PucyHok 71) Haxmure

KHOIIKY E (BctaBuTB cTOJIOCII CIIeBa) WU ﬂ (BcraBuTH cTOJI0CL CIIPaBa).

 —

Qv O S A ]

- @900 3

|~ B | # e

Auerrm [aHHbie

Pucynok 71 — KHorku BcraBku CTO/OII0B

— IllenkHuTe 1O BbIJIEJIEHHOW sTYeiike WK 3aTOJIOBKY BbIZIEJIEHHOTO CTOJIOIA MpaBOM
KHOIIKOM MBIIIA ¥ BBINOJIHATE KOMAHJy KOHTEKCTHOTO MeHI0O BcTaBHTH cTosidert
cieBa/BceraBuTh cTOsI0€I CIpaBa.

— Jlnsa BcraBkM crosbiia cieBa HakMuTe codeTaHue kiaBuml Alt+L / ~Option+L.

J11s1 BcTaBKM CTOJIOIA ClipaBa HaXKMUTe coyeTaHue KiaBuil Alt+R / ~=Option+R.

YT06b! 106aBUTH HECKOJIBKO CTOJIOIIOB, BBIIIOJIHUTE ClIeAYIOIe 1efCTBHUS:

1. Boigenurte Takoe KOJIMYECTBO CTOJIOIIOB WIH siueeK TI0 TOPU30HTAIA, KOTOPOe paBHSIeTCS
KOJIMYeCTBY CTOJIOIOB JIJIsl BCTABKHU.

2. BcraBbTe CTONOIBI OAHUM U3 CIIEAYIOIMIUX CIIOCODOB:
— Bribepute myHKT koMmaHaHOro MeHi0 TabGsmma > BceraButh crosibern; cieBa/

BcraBuTh crosben cnpaBa (cMm. Pucynok 70).
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— Ha mnanenu wuHCcTpyMeHTOB, B pasfene S$deiikm (cM. PucyHok 71) Haxmure
KHOIIKY E (BcraBuTB cTOJIOCIL CIIeBA) WU ﬂ (BcraBuTh cTOJI0CI CTIPaBa).

— IIpaBo¥i KHOIIKOWM MBIIIH IEJIKHUTE T0 JIF0O0OMY MecTy BBIOPAaHHOT'O Jvaria3oHa U
BBLITIOJTHUTE KOMaH/Ty KOHTeKCTHOTO MeHI0 BecraBuTh crosbern ciieBa wiv BecraBuTh
cToJI0el CIIpaBa.

— Jlns BCTaBKU CTOJIOIOB CjieBa HakMuTe codeTaHue kiaBuil Alt+L / ~Option+L.

J171s1 BcTaBKM CTOJIOIOB CripaBa HakMHUTe codeTaHue kKiaBuil Alt+R / ~Option+R.

YToOb! YIBOUTH KOJIMYECTBO CTOJIOIIOB Ha JIUCTE, BBHITIOJIHUTE CIIeAYIOIe IeHCTBUS:
1. Boigenure nenvkom Jto0yro CTPOKY Ha jucTe (cM. pasnen 2.2.5.1).
2. BcraBbTe CTONOIBI OAHUM U3 CIIEIYIOIUX CIIOCOOOB:

— lenxHuTe MpaBoO KHOMKOM MBIIIH 110 06J1aCTH 3ar0JIOBKOB CTOJIOIIOB U BBITTOJIHHATE
KOMaH/ly KOHTeKCTHOTO MeHI0O BcraBUTH cTost0en cieBa wiv BeraBuTh crosioert
crpaBa.

— Jlns BcTaBKuM CTOJIOIOB CileBa HakmMuTe coderaHue kiasuml Alt+L / ~Option+L.

J1y1s BCTaBKM CTOJIOIOB ClipaBa HaXkMUTe codeTanue kiasuil Alt+R / ~Option+R.

2.2.5.7 BcTaBUTH CTPOKH

Yro06bI OBICTPO OOABUTH OJIHY CTPOKY, BBHIIIOJIHUTE CIIeAyIOIIe AelCTBUS:

1. Brimenure siueliky WM CTPOKY, CJjieBa WJIM CIpaBa OT KOTOPOM HeoO6X0AWMO 00aBHUTH
HOBYIO CTPOKY.

2. BcraBbTe CTPOKY OJJHUM U3 CJIeIYIONIMX CIIOCOOOB:
— DBruibepute myHkT koMaHgHOro MeHio TabGmmma > BceraBUTH CTPOKY BbInne/

BcraButh crpoky Hmxke (cM. PucyHok 72).

TaBavua  Jdanneie  Muctpymedte Bug  OBwwi goecyn H

BH  BcTaBWTh CTPOKY Bollue Alt+A

& BoTaBWTh CTPOKY HUMe Alt+B

Pucynok 72 — Komangaoe mento Taoaumna

— Ha nanenu uncTpyMeHTOB, B pazpeie fI4deiiku (cM. PucyHok 73) HaXMHTe KHOIIKY

T (BcraBuTh CTPOKY BbIIIe) Wik G (BcTaBUTH CTPOKY HInke).
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AuekK [aHHbie

Pucynok 73 — KHomnku BCcTaBKU CTPOK

— IllesnkHuTe MO BBIIEJIEHHOM siUeliKe WJIM 3arojIOBKY BbIJIeJIEHHOM CTPOKH MPaBOU
KHOIIKOW MBIIIA ¥ BBIOJIHUTE KOMAHJly KOHTEKCTHOTO MeHI0 BcTaBUTB CTpPOKY
BbIIIIe Wi BCTaBUTH CTPOKY HInKe.

— JI71g BCTaBKU CTPOKU BbIllle HAXXMUTe codeTaHue kiaBuil Alt+A / ~Option+A. [{ns

BCTaBKU CTPOKU HIDKe HAXKMHUTe codeTaHue kiapuil Alt+B / ~Option+B.

YT068!I 106aBUTH HECKOJIBKO CTPOK, BBIIIOJIHUTE CIIeIyIOle 1efCTBUS:
1. Bpimenure Takoe KOJIMYECTBO CTPOK WM siUeeK II0 BepTHKaJIM, KOTOpOe paBHSETCS

KOJIMYeCTBY CTPOK JIJIsl BCTAaBKH.

2. BcraBbTe CTPOKU OOHUM M3 CIIeAYIOIMIUX CIIOCOOOB:

— DBruibepute myHkT koMaHgHOro MeHio TabGmmma > BceraBUTH CTPOKY BblIIne/
BcraButh crpoky Hmxke (cM. PucyHok 72).

— Ha mnaHenu wuHCTpyMeHTOB, B pasfene $deiikm (cM. PucyHok 73) HaxmuTe
kHOTKY T (BcTaBUTH CTPOKY Bhiie) Wik G (BcraBUTH CTPOKY HIKe).

— IlpaBo¥i KHOINKOM MBIIIU IIeJIKHKTe M0 JI060My MecCTy BbIOpaHHOIO /iMana3oHa U
BBIIIOJIHUTE KOMAaHJly KOHTEKCTHOIO MeHI0 BcCTaBUTBL CTpPOKy BbIIIe WIK
BcTraBuTh CTpOKY HInAKE.

— Jlns BCTaBKM CTPOK BBIIe HaXXMHUTe codeTaHwe kiasuil Alt+A / ~Option+A.

J171s1 BCTaBKM CTPOK HIDKe HaXXMHUTe codeTaHue kiaBuil Alt+B / ~Option+B.

YTo6BI YIBOUTH KOJIMIECTBO CTPOK HA JICTE, BHITIOJIHUTE CJIETYIOIIINe JIeHCTBHS:
1. Boigenure nenvkom Jir060u cTosibert Ha jivcte (cM. pazaen 2.2.5.1).
2. BcTaBbTe CTPOKH OHHUM U3 CIIEAYIONTUX CIIOCOOOB:
— IllenkHuTe TPaBOM KHOIKOW MBI TI0 OOJACTU 3arojIOBKOB CTPOK U BBIIOJHUTE
KOMaH]Ty KOHTEKCTHOTO MeHI0 BCTaBUTH CTPOKY BhIiIe Wi BcTaBUTH CTPOKY HIniKe.
— Jlns BCTAaBKH CTPOK BBIIE HAaXXMHUTe codeTaHue kiasuil Alt+A / ~Option+A.

J171s1 BCTaBKUM CTPOK HIDKe HaXXMHUTe coderaHue kiaBuill Alt+B / ~Option+B.
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2.2.5.8 3akpenuTs CTOJIONBI, CTPOKH HJIH 00J1aCTh

3akperieHHe CTOJIOIOB, CTPOK M obsacred HWCIoNb3yeTcs Npy pabore c 6HonbIIMMU
obbemamu JIaHHbIX. [Ipy MpoKpyTKe JiMCTa BIPABO W/WJIM BHU3 3aKpellyieHHasi CTPOKa, CToJI0ell Uitk
obracTb Bcerga 0TobpakaeTcsi Ha HKpaHe.

3aKperieHHbIN 3JIeMeHT OT/eNIsieTCs OT APYTHX 3JIeMeHTOB JINCTA XUPHOM JINHUEH.

Ecmu crpoka wnm crosberl 3aKkperuvisieTcss IPU HaJIMUUM Yy>Ke 3aKpellyIeHHOM CTPOKH WK
cTonbua, To NpeablIyIlast HACTPOMKA IJIs UIeHTUYHOTO 3JIeMeHTa lepecTaeT 1elCTBOBaTh.

[Ipu pabote B nipunoxkennn « MorOduc Tabauiia»y MOXXHO 3aKpPeIUTh:

— OJIMH WIM HeCKOJbKO CToJIONoB (cM. PucyHok 74) — mpu MpOKpyTKe JIMCTa BIIPABO

OTOOpaXXalOTCSl TONBKO 3aKpelyleHHble CTOJIOIbI, a BCe CTOJOIbI, KOTOpbIe

HaXOIATCA JieBee, CKPbIBAIOTCA C 3KPdHA,

B E F G H ]
]
2
3
4
3
&
7
8
g
10
11
Pucynok 74 — 3axperuien cron6ern B
— OOHYy WIM HeCKOIbKO CTpPok (cM. PucyHok 75) — mOpu NpPOKpyTKe JIMCTAa BHU3

0T06pa>1<a10Tc;1 TOJIBKO 3aKpeIlJIeHHbIe CTPOKH, d BCe CTPOKH, KOTOpkbIe

HaXOIATCA BbIIIe, CKPbIBAIOTCA C 3KpPdHA,

14
15
16
17
18
19

Pucynok 75 — 3akperuieHa CTpoka 4
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CTOJNIOLBI ¥ CTPOKM OJIHOBpPeMeHHO (cM. PrcyHok 76) — npu IpokpyTKe JIMCTa BIIPAaBO U
BHH3 0TOOPaKaloTCs TOJILKO 3aKpellyleHHble CTOJIOIBI M CTPOKH, a BCe CTOJIOIbI, KOTOpbIe
HaXOJATCS JleBee, u CTPOKH, KOTOpbIe HaXOJIATCS BBHIIIIE,

CKPBIBAIOTCS C 3KpaHa;

Pucynok 76 — 3axperuienst ctonbiel B u C u ctpoku 3 u 4

obJacTh 3KpaHa, B KOTOpPOUM BepxHeH JieBOW sSYerKOM siBjisieTcs suedika Al, a mpaBoit

HIDKHEH SYelKOM — g4eliKa, yKa3aHHas [10/Ib30BaTesIeM.

Pucynoxk 77 — 3akperuieHa 06J1acThb
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2.2.5.8.1 3akpenuTs CTOJ0NBI HIH CTPOKH

YToOBl 3aKpenmuTh OJWH WJIA HECKOJIbKO CTOJIOIOB WJIM OIHY WM HECKOJIbKO CTPOK,
BBITIOJIHUTE CJIeIyIolue IeHCTBUS:
1. Brimenute TpebGyeMble CTOJIOIBI/CTPOKU IIEJIMKOM WM BBIIENINTE JI000e KOIUYecTBO
siueeK, pacoyIOKeHHBIX B TAHHBIX CTOJIOIIAX/CTPOKAX.
2. 3akpenuTe CTOJOILI/CTPOKUA OAHUM U3 CJIeIyIOIINX CIIOCOOOB:
— Bribepute myHKT KOMaHIHOTO MeHI0 Tabsmuna > 3akpenuTh BbIOPaHHbBIE CTPOKH
u croaboel (cM. Pucynok 78). B oTkpbiBIleMcs TOAMeHIO BbIOepuTe
OyHKT  3aKpenuTh IO  TOPH30HTANH, 4YTOOBI  3aKperuTb  CTPOKHY,

20)0%1 Baerrll/ITB I10 BepTHKAJIHA, YTOOBI 3aKpeIrinTb CTOJIGIII)I.

Tabawua  fannwme  Woectpymentm  Bug  OBwwi goctyn  Hagctpoikw  Cnpaeka

TR BcraeuTh cTpoky Boiwe Alt=A = = = 7 L |
&5 BCTaBuThb CTPOKY HUMMkE Alt+B
w 5
E BrTaeuTe cTonBey, cnega Alt=L
JBHMBAHWE
B BeTaguTe cTonbew cnpaea Alt+R
F YganuTe cTpoky
H

ﬁ Yaanute cTtonbey,

CkphbIT CTROKY

MNokazate cTpoKY

CkpbiTe cToABELY,

Mokasate cTonbey
EE  OfbegnHute aueiin Ctrl+Alt+M
B PaznesuHuTe aueiiky Alt+5hift+M

MepeHoc no cnosam

3aKkpennTb BGpaHHBIE CTROKKW W CTONBLUE r JakpenuTe No rOpU3OHTANN

3akpenuTe No BERTUKAN

CHATL BCE JaKpEnAeHHA

Pucynoxk 78 — Komangnoe mento Tabmuria
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— Ha manenu uHCTpyMeHTOB, B pa3fene SIuelikMm HaXXMUTe KHONKY i (3aKpenuTs)
(cm. Pucynok 79).

— Ha nanenu wWHCTpyMeHTOB, B pasierne fdyeHKM HaXMUTe HAa CTpeJIKY CIIpaBa
oT kHONKY 4 (3akpenuTts) (cM. PucyHnok 79). B oTkphIBITIEMCSs TTOIMEHIO BbIOeprTe
OyHKT  3aKpenuTh IO  TOPHU30HTAIH, UYTOObI  3aKpeluTb  CTPOKHY,

NI BHKPEHI/ITB I10 BepTHKAJIHA, YTOOBI 3aKpeIrnTb CTOJ'IGIII)I.

L v = .| 57 |
- o @ E E |_% : |nﬂ|‘| w H:+| '?_"\] /:;.

33K|3E‘I’IMTI:| no ropyuioHTany

Jak PENWUTE NO BEPTUEANA

JakpenwTe obnacTe

=2:
I
M N -z JakpenwTe B BpaHHeIe CTROKK W cTonbus
&
EH

Pucynok 79 — Knonka 3akpenurnb

2.2.5.8.2 3akpenuTh CTOIOIBI H CTPOKH

YToObI 3aKpenuTh OJJHOBPEMEHHO U CTPOKH, U CTOJIOIbI, BBITIOTHUTE CJIeyIoIIue NeCTBUS:

1.

Boigenurte nro60e KOJMYECTBO siueeK, pacIoyIoKeHHBIX B CTOJIOIAaX/CTPOKaX, KOTOpbIe

He0OX0JJMMO 3aKpelnTh.

3akpenure CTOJIOIBI U CTPOKY OJHUM U3 CJIeAYIOIIUX CIIOCOOOB:

— Ha nanenu vuHCTpyMeHTOB, B pa3zfeiie fIdeiiku HaxkmMuTe KHOIKY B (3akpenurs)
(cm. PucyHnok 79).

— Ha nanenu wuHCTpyMeHTOB, B pasnese fdyeHKM HaXXMUTe Ha CTpeJIKy CIipaBa
or kHomkd [ (3akpenmuTh) U B OTKPBIBIIEMCS IIOJIMEHIO BBIGEPUTE IYHKT
3akpenuTh BHIOpaHHBIE CTPOKH U CTOIOIHI (cM. PucyHok 79).

— IlenxHuTe 1O 3arojioBKaM BbIJIeJIeHHBIX CTOJIOIOB WM CTPOK IIPaBOW KHOIIKOM
MBIIIIM W BBIIOJIHUTE KOMAaHJy KOHTEKCTHOIO MeHI0 3aKpenHTh BBIOpaHHBIe

CTPOKH U CTOJIOIBI.
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2.2.5.8.3 3akpenurs 001aCTH

Y10o6BI 3aKpenuTh 06J1aCTh, BHITIOJIHATE CIeAYIONIe IeUCTBUS:
1. Beigenure siueliky, koTopasi OyAeT SIBIASTHCS TPAaBOM HMYKHEHN STYeMKOM 00IacTH.
2. 3akpenuTe 001aCTh OJTHAM U3 CJIEYIOITUX CIIOCOOOB:
— Ha manenu wHCTpPYyMeHTOB, B pa3zene SIdelikMm HaXXKMUTe KHOTNKY i (3aKpenuTsh)
(cMm. Pucynok 79).
— Ha nanenu uHCTpyMeHTOB, B pa3fene SIueMKHM HaXXMUTe Ha CTPeJIKYy CIIpaBa
oT kHONKM [ (3akpenuTb) U B OTKPBIBIIEMCS TIOMEHIO BbIOEpUTE ITyHKT

3akpenuTsb obsacTth (cM. Pucynok 79).

2.2.5.8.4 Cuarp 3aKkperuieHHe

Yrobbl CHATh 3aKpelUleHHWe BceX CTOJIOIOB M CTPOK B JIOKyMeHTe, BBIIIOJIHUTe
OHO U3 CJIeYIOIUX JeUCTBUM:

— Bribepute nyHKT KOMaHaHOro MeHio Tabauma > 3akpenuTs BbIOpaHHBIE CTPOKH U
cToIonb! > CHATH Bce 3akpemienus (cM. PucyHok 78).

— Ha nanenmu wuHCTpyMeHTOB, B pasfiene SIueHKHM HaXXMHTe Ha CTpeJIKy CIIpaBa
oT kHonkY i (3akpenuTh) U B TIOJIMeHIO BbibepuTe MyHKT CHATH BCe 3aKpeIieHus
(cm. Pucynok 79).

— IllesnikHUTe 1O 3arojioBKYy JIHOOOM CTPOKM WM CTOJIONA IpaBOM KHOIKOW MBIINIA U

BBITIOJTHUTE KOMdHY KOHTEKCTHOI'O MEHIO CHaTh Bce 3aKpeIvIeHHus.
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2.2.5.9 I'pynnupoBaTh CTOJI0IBI HIH CTPOKH

Jlnsi  TpynnmupoBKM  JaHHBIX  BBbIIEJIUTE  CTPOKW/CTOJONBI, KOTOpble Heo6X0JUMO
CTPYTNIIUPOBATh, ¥ BHIIIOJHUTE OJIHO U3 CJIEAYIOIINX JIeHCTBUH:
1. Boeibepute myHKT kKoMmaHAHOrO MeH0 JlamHble > I'pynmupoBaTh CTPOKH WIU

HMaunrpie > I'pynmupoBars crondnsl (cM. Pucysok 80).

Aanneie  Muctpymedte Bug OBwm

3a0aTh MMA...

OBHoBUTE CBOAHYH TaBauuy
HacTpowTe ceogHy TabBauuy

YaanuTe ceogHyo TaBanuy

[ pPyNNMpoBEaTE CTROKW

pynnupoeaTs cToabLB

pn HO &

OYWCTUTE FEYNINMPOEKY

Pucynok 80 — KomangHoe MeHto JlaHHEBIe

2. Ha maHenu MHCTPYMeHTOB, B pasfienie SIueMKH Ha)XKMUTe KHOIKY ¢f (I'pynmupoBaTth)
(cMm. Pucynok 81).

3. Ha mnaHenu WHCTpyMeHTOB, B pa3sfeiie SIueMKkM HaXMHTe Ha CTpeJKy CIipaBa
or kHomku ©f (I'pynnmupoBaTtb) U BblbepuTe NyHKT I'pynmupoBaTh CTPOKH WU

I'pynnupoBaTth CT0I01IBI.

SCvE mB®m By ¥V
F E@@Iﬁ%‘

AuenKn

ﬁﬂ [pynnUpoBaTe CTROKK

- M M .;.% lpynnupoeate cTonbusl |

20

Pucynok 81 — Knonka I'pynmmipoBaTsh
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4, H_IEJ'[KHI/ITE HpaBOﬁ KHOIIKOM MBIIIM B 3aroJIOBKe BbIJIeJIEHHBIX CTpOK/CTOJI6IIOB n
BBIIIOJIHUTE KOMaHy KOHTEKCTHOT'O MEeHIO r PyYImnmupoBaThb CTPOKH UJIN I‘pymmpona’rb

CTOJIOIIBI.

Ecnu BbiienieH 1uamna3oH sideek, a He UCKIIF0OUYUTEIBHO CTPOKU/CTOJIOIBI, TO IPH HAXKaTHUX Ha
KHOTIKY ef (I'pynnupoBaTh) OoTKpbiBaeTcss okHO I'pymmmpoBka (cMm. Pucynok 82), B koTopom

HeoOX0oAUMO BeIOpaTh TpeOyemMbie 3JIEMEeHTHI.

Mpynnupoeka x

lpynnupoBate CTROKK
pynnwpoeate cronbugl

OTmMeHa

Pucynok 82 — Oxno I'pynmupoBka

HTOroBo¥ CTpPOKOM KaXKIOW I'PYIIIBI SIBJISIETCSl CaMasi HM)KHSI CTpoKa Ipymmbl. MToroBeiM
CTOJIOLIOM I'PYIIIBI SBJIS€TCS. KpaWHUH IIPaBbIN CTOJI0el] 3TOM I'PYIIIbI. 3ar0JIOBOK UTONOBOM CTPOKU
Y UTOI'OBOI'O CTOJIONA OKpallleH CepbIM IIBeTOM. MOXHO co3AaTh 10 7 YPOBHel I'PyIIl.

[Tpy HEOOXOAMMOCTM MOXKHO OTOOpa3WTh WM CKPBITh JlaHHble B Tpymnmax. /s sToro
WCIIOJIb3YHTe CUMBOJIBI CTPYKTYPBL: & WK &.

YTOOBI OYMCTUTH TPYIIIIMPOBKY, BHIIIOJIHUTE CllefyOIIre AeUCTBUS:

1. Bsigenurte cTpoKW/CTONOIIBL, AJISI KOTOPBIX HEOOXOIUMO OUUCTUTH TPYTIIUPOBKY.

2. Bpibepure mnyHKT KOMaHOHOTO MeHI0O J[lanHble > OYHCTUTHL TIpPYNNHPOBKY

(cM. Pucynok 80) miau Ha maHenmd WHCTPYMEHTOB, B pasfeiie fld4elikm HaXMHTe Ha
CTPeJIKY CIpaBa OT KHOIIKH ¢f (I'pynnmupoBaTtb) U BbibepuTe NYHKT OUYHCTHTH

rpynnupoBky (cM. PucyHok 81).

HpI/I OTIIPpABKE JIMCTA HAa I[e4dTb CIpPYHIIMPOBAHHbIE [dHHBbIE I1€4dTdal0TCd B TOM BHU/IE, B

KOTOPOM 0TOOpakaloTCsl HA JAHHBIM MOMEHT.
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2.2.5.10 YaanuTs CTOJIOIBI WIH CTPOKH

YTo06BI YAAJIIUTh OJJUH WJIIKM HECKOJIbKO CTOJI6IIOB HJIN CTPOK, BOCI’IOJ'[I)BYIZTGCI) OJHHUM H3

CJIeTIONIHX CIIOCOOOB:

1. Beimenute paHHBIE CTOJIOINBI/CTPOKM WM  SYeMKH, pacIlOIOKeHHble B HUX.

3aTeM BBITTOTHUTE OJTHO U3 CIeAYIOMNX JeHCTBUM:

— Bribepute nyHKT KOMaHgHOro MeHio Taomuma > VYgamuTh cronoen/

Yaanurs cTpoky (cM. PucyHok 83).

TaGoamua  fJanneie  WHctpymente  Bug  OGwwi goctyn  Ha

TR BcraewTe cTpoOKy Boiwe Alt=A
& BeraewTe cTpoky HuKe Alt=B
E BrTaeuTe cTonbBey cnesa Alt+L
ﬂ BetaguTe cTonBey cnpaea Alt+R
d YapanuTe cTpoky

% Yaanute cronbey

Pucynok 83 — KomangHoe mento Tabauna

— Ha manemu wHCTpymMeHTOB, B pasfene Hdeiikm (cM. PucyHok 84) HaxmuTe

KHOTIKY % (Y manuts cronoen) win g (Y 1aauTh CTPOKY).

5\3‘\;&3 @EE Ev 'l|'

H v BB o8~

Adyerkmn AaHHbie

Pucynok 84 — Kuonku ynanenus

— IlpaBo¥i KHONKOM MBIIIN INEeJIKHWTE 110 JII060My MecTy BbIOpaHHOI'O AMara3oHa U
BBITIOJTHUTE KOMaH/ly KOHTEeKCTHOTO MeHI0 Y JaJIUTh CT0J10el Wik Y IaJUTh CTPOKY.

2. Brpimenurte gaHHbIe CTONOIBI/CTPOKY IEJIMKOM M HaXXMUTe codeTaHue kiaBuil Ctrl+- /

¥Cmd+-.
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2.2.6 PunbTpanys U COPTHUPOBKA

B npunoxxennu «MounOduc Tabmmma» MoXHO GpUIBTPOBATh U COPTUPOBATh JJaHHbIe BHYTPU

TeKYIIero JINCTa 3JIeKTPOHHOW TaOJIUIIBI.

2.2.6.1 OnpenenuTh AMana3oH GUIbTPAIMU U COPTHPOBKH

Y1o6bl ompenenuTh AUANa3oH QUIbTPAIMKM W COPTHUPOBKH, BBINOJIHUTE ClIeJlyIolre
IeUCTBUS:
1. Boimenure nuama3oH sdeek, KOTOPBIA OyneT colepskaTh BCe JaHHbIe, IOAJieXxarlliye

$uUNIbTpaIK ¥ COPTUPOBKE.

BerHSISI CTPOKa [Udlld30Hd, OTM€YeHHdd =~ , He Yy4YdCTByeT B IIponecce
Cl)I/IJ'II)TpaI_II/II/I N COPTHUPOBKH. HI/IaHHBOH JAHHBIX HEe MOXEeT COCTOSTb U3 OTHOM

CTPOKHU.

2. Ha mnanemu wuHCTpymMeHTOB, B pasgene Jlamnbie (cM. PucyHok 85) Haxmure

KHOIIKY v (CopTHpOBKa H QUIBTP).

|~

[aHHbie BcraBka

Pucynok 85 — Knonka CoprtupoBka u GuibTp

AKTUBHBIN AUana3oH GpUIbTPALMK U COPTHPOBKH BBIIVISIAT Ha JIUCTe CIIeyIOIIUM 00pa3oM
(cm. Pucynok 86):
— 3aroJIOBKU CTOJIOIIOB M CTPOK BBIJIEJISIIOTCS 3eJIeHbIM I[BETOM;

— BOKpPYT IHadllda30HA OTO6pa)Ka€TC$I PaMKa 3ejIeHOr'o uBeTa.
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2.2.6.2 ABTOMaTH4YecKoe oIpeesieHHe JHana3oHa GuibTpauyyu H COPTHPOBKH

HpI/IJ'IO)KEHI/Ie MOXKET dBTOMAdTHUYeCKH OollpedejisiTb OUdIld30H (l)I/IJIpraIII/II/I n COPTHUPOBKH,

eCJI B COCEIHUX STYeMKax OT BbIIeJIEHHON eCThb JlaHHble. JlaHHbIe B COCETHUX STYEMKAaX MOTYT OBITh

J00ObIX pOpPMATOB.

LFE I I

-] h un Fo

o0

w

11
12
iz
14
15
16
17
18
19
20
21

Il aBTOOIIpe ieieH sl IMania30Ha BBIIIOJIHUTe CIIeAyIolIye AelCTBUS:
1. Bpimenure mycTylo si4eiiKy, FpaHUYally0 C JUATIa30HOM.
2. Ha mnanenmn wuHCTpymeHTOB, B pasfene Jlanable (cM. PucynHok 85) Haxmure

KHOIIKY g (CopTHpoBKa H QUIBTP).

2.2.6.3 dunbTpanus

Hcnonb3ys GuiibTpaluio, MOXKHO CKPbIBaTh UJIM OTOOPaXKaTh B CTOJIOIE BbIOpAaHHBIE STUeHKHU.

YTo68! 0TGUIBTPOBATH AAHHBIE, BBIIIOJIHUTE CIIeAyIolre 1elCTBUS:

1. Haxmure KHONIKy ~ B BepxHel sdelike cTosibIa, B KOTOPOM HeOOXOAUMO
0oT$UIBTPOBaTh aHHbIe (cM. PucyHok 86).

2. B oxHe HacTpoViky GpUIbTPAIIMK U COPTUPOBKU CHUMUTE diiakoKk OYHUCTHTH BCe.

A B - D E F G H
No - |ObpazoBannie * |Bospacr ~ (Ilox * |Topog T% A- 1 f-A

1 |Bricee 54 |Hencknit  |Mockea Mo Bo3pacTaHuio Mo y6iBaHMIo
2|Cpentee 32| Menckuit | Canxr-Tlerepbypr

3 |Beicuiee 33 | Menckwit | Canxt-Tlerepbypr

4 |HauansHoe 31 |Mywckoit  |Canxr-Tlerepbypr |

5 [Beiciuee 62 |#enckuit  |Mockea

6 |Briciuee 58 | Mywcroit |Canxr-Tlerepbypr OuMCTHTS Bee

7|Cpenuee 19|#enckumit  |Cauxt-TleTepbypr

8 |Briciuee 43 |Mymsckoit |Mockea

9|HayaneHoe 18 |Mysckoit |Mockea Mockea

10 |Cpensee 20| Henckwit | Canxr-Tlerepbypr Carkr-TeTepbypr

Pucynok 86 — OxHO HacTpolky GUIIbTPALU U COPTUPOBKHU

3. OtmertbTe dakkaMu 3Ha4eHUs1, KOTOpble TpebyeTcst 0TobpaXkaThb B CTOJIOIIe.
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4. Eciy cnucok COiep XUT OOJIBITIoe KOIMYeCTBO 3HAYeHUM, UCIIOJIb3YHUTe CTPOKY TTOMCKa:

— BBemuTe B CTpOKy MOHMCKa 4YaCTh HMCKOMOTO 3HAUeHUs WIM HCKOMOe 3HauyeHue
nenvkoM. HampuiMep, 4ToObI HalTH 9MCiio 462, B CTPOKY IIOMCKA MOXXHO BBECTH
yucia 12, 23 unu 462.

— B pesynmprarax moucka OTMeTbTe (laKKaMy 3HAYEHHs, KOTOpble TpebyeTcs
oToOpaxkaTh B CTOJIOIIE.

— Ilpu Heo6xomUMOCTU TOBTOPUTE [EHCTBHUS, YTOObBI HAWTA U OTMETUTH JIpyrue
3HAYeHUsl.

5. Haxmwure kHonky OK.

YTto0bbI BEpPHYTBCA K OTO6pa>KeHI/IIO BCeX OdHHBIX B CTOJ'I6I.[€, IIOBTOPHO OTKpOﬁTe OKHO

HACTPOMKU GUIIbTPAIIMU U COPTHPOBKH U NOCTaBbTe ¢uiakok BeIOpaTs Bee.

2.2.6.4 OonoBnenue puabTpa

Ecnu B nponiecce paboThl 3HaUeHUs B BBIOPaHHOM Jialia3o0He U3MeHWIMCh, MOXHO IOBTOPHO
OoTOWIBTPOBATH AaHHbIE Oe3 repeHacTpPouky puibTpa. s aToro:
1. Ha maHenu WHCTpYMeHTOB, B pa3fieiie JlaHHBIe HaXMUTe Ha CTpesKy CIipaBa OT
KHOIIKH | (CoptupoBka u ¢uabtp) (cM. Pucynok 87).

2. B BeinmagaroriemM MeHio BbioeprTe koMaHa1y OOHOBHTS.

|_v Y
E% |n”ﬂv B I\/// sua

e

CJBHOBWTE
RBKa

Pucynok 87 — Komanna OoHOBUTH
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2.2.6.5 CopTupoBKka

[Tpu coptrpoBke BbIOpaHHBIe 3Ha4YeHWs] pacnojaramTcs B cronbme (or A k ) wmm
1o yonsiBauuio (0T 4 k A).
YroOBl OTCOPTUPOBATH JAHHBIE B CTOJIOIE, BLIIOJIHUTE Clleyolue JeHCTBUS:
1. HaxmuTe KHOIIKY * B BepxXHel stuedike TaHHOTO crosibna (cM. PucyHok 86).
2. B okne HacTpo¥iku GpUIbTpally U COPTUPOBKY BbIOepUTe CII0COO6 COPTUPOBKHU:
— Ilo Bo3pacTraHuio, yToObI OTCOPTUPOBATH JIaHHBIE [10 BO3PACTaHUIO 3HAYeHU;

— Ilo YGI)IBEIHI/IIO, YTOOBI OTCOPTHUPOBATL JdHHbBIE I10 y'6bIBaHI/II-O 3HAYEeHHUM.

2.2.6.6 3aBepirenue paboThI ¢ UaNa30HOM GHUILTPAIMH H COPTHPOBKH

YroObl 3aBepmIUTh PpabOTy C TEKYyIIMM Ouana3oHoM OUIbTpAllMd U COPTHUPOBKH,

Ha I[AHeTM MHCTPYMEHTOB, B paspneie JaHubie Haxxmure KHONKy | (CoprHpoBKa H QHILTP)

(cm. Pucynok 85).

ITocne 3dBepIIeHHrs paGOTbI C I1alla30HOM B Ta6J'II/ILIe COXPAHAIOTCS pe3yJibTaTbl COPTHUPOBKHU.
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2.3 JleiicTBHA C IUCTaAMH

2.3.1 BcraBurh JIuCT

[To yMom4aHuiO HOBBIM JIOKYMEHT COEPXKUT OJIMH JIUCT. [Ipy HeOOXOIUMOCTH B JOKYMEHT
MOXHO JT06aBUTb TpebyeMoe KOJIMUeCTBO HOBBIX JIMCTOB BPYUHYIO.
YTOOBI BCTABUTD JIUCT, BBHITIOJIHUTE OHO U3 CJIEJTYIOIIUX JIeUCTBUIM:

— Bribepute nyHKT KoMaHHOTO MeHI0 BeraBka > JIuct (cm. Pucynok 88).

Becraeka @opmar  TaBamua  Jad
30BpameHne...

TekcToBoE None

(& Ourypa b

ol Awarpamma b
fH Ceognas TaBauua...
Fu OyHrumA...

¢ Cecwnka... Ctrl+K
[™  3ametka
L

MNwer

Pucynok 88 — KomangHoe meHio BecraBka

— Ha manemm HWHCTPYMEHTOB, B pda3aeje BcraBka HaxmuTe KHOIIKY ===, Ha

0TOOpa3MBIIENCs MTaHeJId BCTAaBKA HAKMHUTEe KHOIIKY D JIuct (cm. Pucynok 89).
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Pucynok 89 — I[1anens BcTaBku

— Haxmure kHOTKY + cIipaBa OT BKJIaA0K JIUCTOB (cM. PrucyHok 90).

19

20
<

o &2

Pucynok 90 — Knomnka fi1s1 1o6aBiienus imcra

2.3.2 IlepeuMeHOBaTH JINCT

[Io ymomyaHWIO JIMCTaM 3JIEKTPOHHOM TaO/MIIBI TMpHUCBaWBaeTcsi WMS B ¢opmare

JIncr<Homep smmcra>. Eciu TpebyeTcs: mepeMeHOBaTh JIUCT, BBIIIOIHUTE CIeqyIOoIIue T1elCTBUS:

1. IlpaBoil KHOINKOW MBIIIM IEJIKHUTE II0 BKJIJIKe JIUCTA, KOTOPBIM HEeOO0XO0IMMO
MepeuMeHOBaTh.

2. Brinonnure koMaHay KoHTekCTHOTrO MeHio IlepenmenoBars (cM. Pucynok 91).
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23
24
25
26
27 CkpuiTe
28

29

< YaanuTe

MNepenmeHoeaTh

JyGanpoeaTe

CKFH:I BdTbh HYNEBRIE 3HAYEHWNA

Prcynok 91 — KoHTekcTHOe MeHI0 jiicTa

3. B otkpsiBiiemcs okHe (cM. Pucynok 92) BBeqiuTe nMms nucta U HaxkmuTe KHONIKY OK.

‘ WCT2 X‘

Pucynok 92 — IlepeumeHoBaHue 1cTa

Wms mucTta AOMKHO YIOBIETBOPATDH CIIeAYIOIIUM TpeOOBaHUSIM:
— copepxarb oT 1 10 31 cumBoOnIa;

— He BKJIFOYATb CUMBOJIBL: <%, «\», «/», «?», «*», «[», «]»;

— He cofiepXaTh «'» B HayaJie WM KOHIle UMEeHH;

— He TyOJIMpPOBaTh UMS yKe CYIIeCTBYIOIIEro JIUCTA.

2.3.3 CKpBITH HJIH 0TOOPA3UTH JIUCT

YTOOBI CKPBITh JIUCT, BBIIOIHUTE CJIeyIOII1e TeUCTBUS:
1. IlpaBoit KHOIIKOM MBIIIIH IIIEJIKHUTE 10 BKJIAJIKe JIUCTa, KOTOPbIM HEOOXOJIUMO CKPBITh.

2. BrinonHuTe KOMaHy KOHTeKCTHOTO MeHI0 CKpBITH (cM. Pucynok 91).

YT00OBI OTO6p33HTb BCe paHee CKPBbIThIE JIMCThI, BBIIIOJIHUTE ClieJyroiye IerCTBUS:

1. IlpaBo¥ KHOIKOW MBIIIY IIIeJIKHWTeE II0 BKJIaZiKe JII060ro oTobpa’kaeMoro JIUCTa.
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2. BroinonnuTte koMaHay KoHTeKCcTHOro MeHto Iloka3aTh Bee (cM. PucyHok 93).

22

23 MepevmeHoBaTb

= Jybanposate

25

26 CrpbiTe

27 MokazaTe BCE

28

20 CKpBIEATE HYNEEEIE 3HAUEHWA
< ¥aanuTe

Pucynok 93 — KoHTekcTHOe MeHIo JIicTa

2.3.4 ly6iupoBaTh JIMCT

JIro601 U3 JIMCTOB 3JIeKTPOHHOM TabiMibl MOXXHO JybaupoBamsb, TO eCTb CO3/AATh KOIHUIO
JIMCTa CO BCEM ero COJIepKUMBIM.
YT06b!I 1yOIIMPOBATH JIUCT, BHIIIOJIHUTE ClelyIoIIye JeHCTBUS:
1. IlpaBol KHONKOW MBIIIM IIeJIKHUTe II0 BKJIQJIKe JIMCTA, KOTOPBIM HeoOX0JUMO
IybIIMpOBaTh.

2. BeinonHuTe kKOMaHAy KOHTeKCTHOTO MeHio [lybmpoBaTs (cM. PucyHnok 93).

2.3.5 IlepemecTuTh JIUCT

[Topsimok creioBaHUS JIMCTOB MOXHO U3MeHUThb. UTOObI lepeMecTUTh KakoW-I100 JIUCT Ha
HOBYIO TI03UIIMIO, BBITIOJIHUTE CJIe/IyIOoIIue IeHCTBUS:

1. Bribepure qUCT, KOTOpBIN TpeOyeTcs TlepeMeCTUTb.

2. 3aaB JIeByI0 KHOIIKY MBIIIIH, [TepeTalliyTe BKJIJKy 3TOr0 JIUCTa Ha HOBYIO IO3HUIHIO.

3. OTHYCTI/ITG JIeEBYIO KHOIIKY MBbIIIIH, YTOOBI BHCl)I/IKCI/IPOBaTb HOBOEe II0JIOZKeHHe JINCTA.

2.3.6 U3mMeHuTs MaciuTab jgucra

[To ymosmganuio Maciitab KaXkJ1oro Jivcta coctaBisieT 439%. [Ipu HeobxonuMocTu MaciTab
MOXXHO M3MEHUTh B OOJIBIIYI0O WJIM MEHBIIYI0 CTOPOHBI C IOMOIIbI0 KOMAaHJHOTO MEHI0 WA

CTPOKHU COCTOSAHHUA.
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YToOBl U3MEHUTh MAacHITab TeKyIero JIMCTa C TOMOIIbI0 KOMAHIHOTO MEHIO, BHITIOJTHUTE
CJIeyIolye IeNCTBUS:
1. BriGepuTte myHKT KOMaHIHOTO MeHIO Buj > Macirab (cM. PucyHok 94).
2. B oTkpbIBIIEMCS TIOJIMEHIO BbIOeprTe TpebyeMyto KOMaH/IY:
—  YBestlHuuTh MacmITad — yBeJIuIUTh TeKymui Maciitab Ha 10%;
—  YMeHBHIUTH MAcHITad — YMeHbIIUTDb TeKylui Macirtab Ha 10%;

— dakTHyecKHi pa3Mep — YCTaHOBUTh MacIITab 1o ymordanuio (439%).

Bug OBwwid goctyn  Hapctpoikw  Cnpaeka

Macwrab - Yeennunte macwrab
R1CT ¥meHbLWTE MacwTab
DaKTHUSCKHA paszmep Ctrl+0

MaHens MHCTpyYMeHTos  F
wwremd H 1 £ qucho

T

Pucynok 94 — KomangHoe meHio Bug

YTOoOBI U3BMEHUTH MacIITa0 TEKYIIEro JIMCTa C TOMOIIbI0O UHCTPYMEHTOB, PACIOJIOKeHHbBIX B
CTpOKe cocTosiHUA (cM. PrucyHok 95), BBINIOJIHKTE OJTHO U3 CIIeAYIOIMIMNX JeHCTBUN:

— 3axaB JIeBYI0 KHOIKY MBIIIM, IepeMecTdTe OeryHOK BIPAaBO WM BIJIEBO, YTOOBI
YBEJIMYUTD WU YMEHbIIIUTh MaCIITab COOTBETCTBEHHO.

— Haxmure KHONKY +, 4TOOBI YBEJIMYUTH MAcIITab, WM KHOIKY —, YTOObI YMEHBIIUTh
Macitab. B kaxxnom citydae mar 6yaet coctaBiats 10%.

— BrolgenuTe 3HaueHHe TeKylllero Maciitaba, peJakTUPYHTe ero BPyYHYIO0 U HaOXXMUTe Ha
kiaBuily Enter.

— Haxmure Ha cTpesiky, pacrHoJiOXKeHHYIO CIIpaBa OT 3HAaueHHUs TeKYIero maciinraba, u

BbIOepuTe TpebyeMblii MacIITab 13 BhINAIAONIET0 CIUCKA.

= -

CYMM 0 CP3HAY 0 MWH 0 MAKC 0 CUYET3 0 - @ + 100% v

Pucynok 95 — UHCTpyMeHTHI M3MeHeHUs MaciiTaba

2.3.7 CKpBITH UIH 0TOOPA3UTH HyJIeBbIe 3HAYCHUS

HpI/I HeO6XOI[I/IMOCTI/I Ha JIMCTeé MOXHO CKpPBITb 3HA4YeHHA B TeX sTYerKax,

koTopble cofepaT (. OTa BO3MOXHOCTb 3HAUUTENLHO o6jerdaer paboTy C Tabiuiamw,
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B KOTOpPbIX €CThb OoJibllloe KOJMYeCTBO HyJIeBbIX 3HaueHWi. Kpome TOro, CKpbITbie
HyJIeBble 3HaUeHUSs He BBIBOJISITCS Ha 11eYaTh.

YTOoOBI CKPBITH HyJIeBbIe 3HAUeHHSI Ha JIUCTe, BBHITIOJIHUTE CIIeAYIOIIHe IeCTBUS:

1. IIpaBo¥ KHOIIKOM MBIIIIH ITEJIKHUATE 10 BKJIAJIKe TAHHOTO JICTA.

2. B KOHTEeKCTHOM MeHIO JiMCTa TocTaBbTe ¢rakok CKpBIBAaTh HyJIeBbIe 3HAYeHHS

(cm. Pucynok 96).

23
24
MepermenoeaTes
23
BavpoeaTe

. AyBanp

27 CrpbiTh

28

29 *  CEpbIBaTh HYEERIE 3HAYEHKMA
€ YaanuTte

=

Pucynok 96 — KoHrekcTHOe MeHIo0 JiicTa

YToObI 0TOOPA3UTh paHee CKPBIThbie HYJieBble 3HAUeHUs! Ha JIMCTe, BBINOJIHUTE ClIe/lyIolre
JerCTBUS:
1. IIpaBo¥ KHONKOWM MBIIIM IIEJIKHUTE 110 BKJIAJKe JINCTA, HA KOTOPOM CKPBITHI HYJIeBble
3HaYeHHUsI.

2. B KOHTeKCTHOM MeHIO JIicTa CHUMUTe Ppiiaxkok CKphIBaTh HyJieBble 3HaUYeHHs.

2.3.8 Ynanure auct

YT0oO6BI yAQIUTD JIUCT, BBIIIOJIHUTE CJIeIyIOlre JeCTBHUS:
1. IlpaBoii KHOIIKOM MBIIIIH IEJIKHUATE 10 BKJIAJIKe JIUCTa, KOTOPbIM HEOOXOIUMO YIaTUTh.

2. BrpimonHUTe KOMaH/y KOHTEKCTHOTO MeHIo Y qaiauTh (cM. PucyHok 96).
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2.4 JleiicTBHA C JaHHBIMH

2.4.1 BBog paHHBIX

2.4.1.1 BBecTH naHHbIE B STYeiKYy

YToObI BBECTU UJIM U3MEHUTD JIaHHBIE B siYeliKe, BBIIIOJIHWATE CllefyIolye 1elCTBUS:
1. Tlepeiigute B peXkXuM peJaKkTUPOBAHHUS OJJHUM U3 CIIe[YIOLIUX CIIOCOOOB:
— Bribepute mycryio siuemky.
— JIBaKIpl IIEJIKHUTe I10 siuelike, KOTOPYIO He0OXOIMMO pelaKTUPOBATh.
— Broienute s4eliky, KOTOPYI0 HeOOXOOUMO pelaKTMpOBaTh, U IepeliuTe B CTPOKY
dopmyiL.
2. BBegure B s4eliky HeoOXoOuMble IaHHBle. B KadecTBe paspenuTens uid 4UCeNl
HCIIOJIb3YUTE CUMBOJI ().
3. CoxpaHuTe BBeJleHHble JaHHbIE OJJHUM U3 CIIeyIOIINUX CII0COOO0B:
— Haxwure kaBunty Enter Ha kiaBuartype.
— B npaBoii yacTu cTpoku GOpMyI1 HOXKMUTE KHOIIKY ] (cMm. Pucynok 97).

— [lepeiiguTe K Apyrou siuerike JIUCTA.

YtobBI OTMEHUTH BBeJleHHbIe M3MeHEeHHWS BO BpeMs PeNdKTHUPOBAHHUS, BBIIIOJIHUTE OOHO M3

CIIeIVIOIIUX JeUCTBUIA:

— B npaBoii yacTu cTpoku GopMyIs1 HAXKMUTE KHOIIKY [ ] (cm. Pucynok 97).

— Haxwmure KJIaBUIITY Esc Ha KJIaBHUaType.

Al v fx 11 Q0

Pucynok 97 — KHomnku BBO/Ia ¥ OTMEHBI BBO/IA TAHHBIX
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2.4.1.2 ABTopacimmpenue siaeex

HpI/I BBOJe 4YHCJld B H‘{eﬁKy OCYIIeCTBJISAeTCA ABTOMATHUYECKUM HO}I60p IMHUPHUHBI IIAHHOU

STYCUKH.
ABTOIIO/100p IIMPHHBI HE BBIIOIHSIETCS, eCIIH:
— IIMpHHA CTOoJOIA, B KOTOPOM PacIojioXeHa siuelika, Obula IpeBapyUTe/IbHO U3MeHeHa
BpyuHYyIO (cM. paszen 2.2.5.3);
— siueliKka UMeeT TeKCTOBBIN ¢opmar (cM. paszen 2.4.2.2.9);

— B ﬂqeﬁKy BBOJUTCA TEKCT.

2.4.1.3 I1naBaroniee 0KHO peJaKTUPOBaHMSI

[InaBaromiee okHO pepakThpoBaHus (cM. PucyHok 98) mosiBisieTcsi, korga IoIb30BaTesib
pelaKkTUpyeT siYeiKy U repeMerriaeTcs 1o TeKyuemMy JIMCTY JIeKTPOHHOM TabIHIIbL.

OxHO oTobpakaeT TeKyllMe [JaHHble B siuelike, [1I03TOMY ero yZOOHO MCIIO/Ib30BaTh IIpU

HaBUI'allklH I10 6OJII:»IHOMy MdCCHBY OdHHBIX B JJOKYMEHTeE.

10

E G|

12 [lnaeariuee okHO pE,EI,EHTHpDBEHHEI |
13

14
15
16

Pucynok 98 — [1naBaroiiiee OKHO peJlaKTUPOBAHUS

2.4.1.4 ABTO3ano/IHeHHe TYeeK

ABTO3aronHeHre — 3TO aBTOMaTU4YeCKasl 3alHCh JAHHBIX B CMeXHble sderiku. B kadecTBe
obpa3iia Jij1s 3210 THeHHUsI MOXKeT ObITh BhIOpaHa Kak OJIHa siueliKa, TaK U IMara3oH sveek.
Ecmmu B kavecTBe quarna3oHa-oOpasiia BbIOpaHa OJIHA siueiika C TeKCTOBBIM WJIM YMCIIOBBHIM

3HA4YeHHeM, TO IIpU dBTO3dII0JIHEHHUHU ee COZiep’>KUMoe KOIIMPYeTCd B ITodJIeAyIolire STYeUKU.
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Ecmu B xadecTBe iMana3oHa-obpasia BeibpaHa sidelika ¢ GopMyJIoH, TO MOCIIelyIolye SYeiKr
3aMOJTHSIOTCS TIOC/IeI0BATeIbHOCTSIMU JIAHHBIX, BEIYMCIIEHHBIMHE 110 3TOM dhopmyite. [Ipy 3ToM 3HaueHUs
aBTOMAaTHUYeCKH [1epecuUrThIBAIOTCS, /M JIaHHbIe B silueiikaxX-apryMeHTax U3MeHsIOTCSI.

Ecnu B xauecTBe Iuana3oHa-obpasiia BbIOpAH JUAIa3oH si9eek, TO MOCIeqyIolue SYeriKu
3aIOJTHSIIOTCS 110 TIPaBUJIaM, OITMCAHHBIM HUXKe.

3aroyiHsieMble sTYefKU HaclIeyroT ¢dopMaT ruana3oHa-oopasia (cM. pasaen 2.4.2.2).

YToObI MPUMEHUTH ABTO3AIMOIHeHNe, BBITIOTHUTE CJIeyoIIre JeCTBUS:

1. BBemute Heo6xoMMOe COiepXKUMOe B OJIHY U3 siUeeK.

2. HaBemuTe Kypcop MBIIIK Ha YTJIOBOW MapKep Tak, YTOOBI KypCOp MPUHSIT BUT m,

3. lleperaivre yIJIOBOM MapKep aBTO3allOJIHEHUSI [0 JMala3oHy siueeK, KOTOPBIN

HeobOX0JIMMO 3aroHUTD. [lepeTackUBaTh YII0BOM MapKep aBTO3AIMOJIHEHHs MOXHO Kak

110 BEPTHUKAJIH, TdK U 110 TOPU30HTAJIH.

2.4.1.4.1 ABTO3an0/IHeHHe si9eeK II0CTeA0BaTeIbHOCTSIMH C apudMeTHYeCKOM

nporpeccue

SI9eiiKky MOKHO 3aITOTHSITh ITOC/IeI0BaTeIbHOCTSIMU JTAHHBIX B apUMETHIeCKOU IIPOTPEeCCHH.
[Tpu aTOM BHjIe MTOC/IeIOBATEILHOCTH K KaXIOMY CJIeJTyIOIeMy 3HaUeHUIO MPUOaBIiseTcsl pa3HUIIa
MexXx Iy IByMs mpenbiaymuMu. Hanpumep, 1, 2, 3, 4...

J1J1st aBTO3aI10JIHEe s BLITIOJTHUTE CIIeIyIoIIue JeHCTBUS:

1. BBenuTte B cMeXxHble siUeiKU MepBble 2 3HaYeHUs IMalla30Ha, YTOObI 33/1aTh oOpa3ell.

2. Bbigenure Momy4YuBIIANACS qUaTIa30H.

3. HaBemuTe Kypcop MBIIIY Ha YIJIOBOM MapKep Tak, YTOObI KypCOp MPUHSIT BUT @

4. Ileperammure yIJIOBOM MapKep aBTO3alOJHEHWS IO [HMANa30Hy siueeK, KOTOPBIMA

HeoOX0IUMO 3al0JIHUTD.

2.4.1.4.2 ABTO3an0/IHEHHe sYeeK II0CIeJ0BaTeJIbHOCTSIMH C TIeoMeTpHYecKOM

nporpeccuei

Sl4eiiky MO>KHO 3aIIOJTHSITh TOCIIeI0BATEJIbHOCTSMU JaHHBIX B TeOMeTPUYEeCKOM MPOTrpPecCHH.
[Ipu 3TOM BHjie MOCEAOBaTEIbHOCTHA KaXkjioe Ciefiyiolllee 3HaUeHHe YMHOXAeTCs Ha 3a/IaHHbBIN
3HaMeHaTeJb nporpeccud. Hanpuwmep, 0,25; 0,5; 1; 2...

J171s1 aBTO3a110/THEeHUS! BLITIOJIHUTE CJIelyIolire JeMCTBUS:

1. Beenurte B cMexxHble STYEHKH TepBble 3 3HAYeHMSs IMara30Ha, YTOObI 3a/1aTh 0Opaserl.

2. Brijenure Moy4rBIIMICS TAANA30H.
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3. HaBemuTe KypcOp MBI Ha yIJIOBOW MapKep TaK, YTOObI Kypcop MPUHSIT BU]T m,
4. Tleperammre yIJIOBOM MapKep aBTO3alOMHEHWS II0 [HMAMa30Hy sueeK, KOTOPBIMA

He00X0OUMO 3aII0IHUTD.

2.4.1.4.3 OcHoBHBIe IPUHITUIIBI ABTO3aII0THEHHS sTUeeK

— ABTO3amnoyiHeHWe s'9eeK OCYIIeCTBIISeTCs, eClid JBe Wi Oojiee sdeeKk M3 JIMala3oHa-

obpasiia cogepxaT cieyolye JaHHbIe:

—  Cepu1o 11e/bIX, IPOOHBIX WA OTPUIIATENIbHBIX YHCeT.

— JlaTel Uy BpeMmsl.

— Texkct u uncno (c pasnenurenem uinu 6e3). Hampumep: Tekcr 1, Tekcr 2 vu Tekcrl,
Texct3, Tekcr).

— Cokpaiierstble (SInB — [lek) vu nonsble (IuBapsp — Jlexkadpb) Ha3BaHUS MeCSIIEB.

— Coxkpaiensble (ITn — Bc) win nonsele (IlonenenbHuk — Bockpecenbe) Ha3BaHUS
JIHEU HeJleJIu.

— FEcnu B nnanasone-o6pa3siie ecTh sSi9eiKa C TEKCTOM, TO TIPYU aBTO3aIlIOJIHEHUH CEPUM OHA
OyzeT KOmMpoBaThCH, a Ipyrre sTYerKU — cobITI0IaTh 3a/IaHHY 0 IT0CJIeJ0BATEeJIbHOCTb.

— FEcnu syeiika ¢ TeKCTOM pacrojiokeHa MeXJly sSiYerKaMu Cepud, UMEIONIMMU pa3HbIN
¢dopmaT, TO TpPU aBTO3ANOIHEHWM TeKCT OyJleT KOIMPOBATbCS, a SYeHKU Pa3HbIX
¢dopmaToB — cO0JII0/IaTh pa3HbIe MOC/Ie/I0BATeIbHOCTH.

— Sueiiku obmero u uucioBbix ¢opmatoB (Yucmo, [leHexubrii, PUHAHCOBBIMH,
Jdpoonsbiii, IIponeHTHBIN, JKCIOHEHIHANBHBIM) pACcCMATPUBAIOTCS KakK OJ[HA
MOCJIe0BAaTe/IbHOCT.

— JlaTta 1 Bpemsi — He CBsi3aHHBIe JIpyT C APyroM ¢opMaTbl MU pacCMaTpPUBAIOTCS KaK
OT/ieJIbHbIe TIOC/IeIOBaTeTbHOCTH.

— Ilpu aBTO3anoJHEeHUHU JaT MOCIe0BaTeIbHOCTh BBIYMC/ISIETCS HA OCHOBe (paKTUYeCKOU

KaJIeHApPHOM pa3HUIIbI.

2.4.1.5 BcTaBuTh TeKyllyo 1aTy WIH BpeMs

B mo6oe MecTo 1oKkyMeHTa MOXXHO BCTaBUTh TeKYIIyI0 1aTy WK BpeMsl.

YToObI BCTAaBUTH B IOKYMEHT TEKYIIYIO AaTy, BHIIOJHUATE CJIeAYIOIIHe TefCTBHUS:
1. YcraHoBuTe Kypcop Ha TO MeCTo, KyJla HeOOXOANMO BCTaBUTh TEKYIIyIO JIaTy.
2. BrinonHuTe KOMaHAy BCTaBKU OJIHUM U3 CJIeIyIOIINX CIIOCOOO0B:

— BribepuTe nyHKT KOMaHHOTO MeHI0 BeraBka > Jlara (cm. Pucynok 99).



Pucynok 99 — Komangaoe menio BeraBka
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YToObI BCTAaBUTH B IOKYMEHT TeKyIllee BpeMsl, BBITIOJIHUTE CJIeAYIOIHe TefCTBUS:
1. YcraHoBuTe Kypcop Ha TO MeCTO, KyJla HeOOXOIMMO BCTaBUTh TeKyIlee BpeMsl.
2. BrbImonHATE KOMaH/Iy BCTaBKH OJTHUM M3 CJIEYIOIIUX CIIOCOOOB:

— BribepuTe nyHKT KOMaHIHOTO MeHI0 BecraBka > Bpems (cm. Pucynok 99).

— Ha mnaHenn WHCTPYMeHTOB, B pasfene BcraBka HaXxmute KHOMNKY -==. Ha

oTOGpa3UBILeiics TaHeIM BCTaBKU HaXKMUTe KHOIIKY | ) Bpemst (cM. Pucynok 100).

Bcrasngemeie JaHHBbIe SBJIAIOTCS CTATHYHBIMH, TO eCTb He OOHOBIJISIOTCS IIprU U3MEHEeHUH

(l)aKTI/I‘IECKI/IX JAaTbl 1 BpEMEHHU.

2.4.1.6 Bripe3aTh Wi KONIMPOBATh JaHHbIE

[Tpu BrIpe3aHuy AaHHbIE YIAISIOTCS U3 BHIOPAHHOW sTYeHKU/CTPOKK/CTONONA U KOTIMPYIOTCS
B Oydep obmeHa. [Ipy konmpoBaHWY JlaHHBIE He U3MEHSIOTCS B JJOKyMeHTe, a B Oydep obMeHa
[IOMell[aeTCsl UX KOIUSI.

JlaHHBbIe BBIPE3al0TCs ¥ KOIUPYIOTCS C COXpaHeHHeM (GOpMaTUpPOBaHUSI.

CkonupoBaHHbIe JaHHbIe MO>KHO MCII0/Ib30BaTh KaK /JIsl BCTaBKU B IpuiioxkeHUH « Mo Oduic
Tabnunay, Tak U 1Uis BCTaBKU B JIPYTHX NPUIOXKeEHUsIX, HalpyMep, B npuioxeHun «MoiOduc

Texkcty.

KomnupoBanue Tekcrta u ob6bektoB u3 «Google Jlokymentel» (Google Docs) nHe

IIOAOEPXKUBAETCA.

YToOBI BbIpe3aTh JIaHHbIE, BHITIOJIHUTE CJIeIyIolIre JeHCTBHUS:

1. Belgenure sueliky, quana3oH siyeeK, CTPOKM WIA CTOJIOIBI, M3 KOTOPBIX HEOOXOIMMO
BbIPe3aTh JJaHHBIe.

2. BrbIinonHUTe KOMaH/Ty BbIpe3aHusl OJTHUM U3 CITIOCOOOB:

— Broibepute nyHkT komanaHoro Metto IIpaBka > Beipe3sars (cM. Pucynok 101).

Mpaeka Becraeka @opmar  Tabavwua  JanHme  VHg

T OTmeHuTs Ctrl+Z
" TosTopuTh Ctrl+Y
oo Buipesats Ctrl+¥
Kenupoeate Ctrl+C
ﬁ BrTagute Ctrl=+W

Pucynoxk 101 — Komangnoe menio IlpaBka
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— Ha nanenu uHCTpyMeHTOB, B pasieie IlpaBka HaxxMuTe KHOIIKY -, (BbIpesaTs) (cM.

Pucynok 102).

®aiin  [lpaeka Beraeka Qopmar  Tabavua JadHwe

i o):; @ b é XO Thames
=v 9OC X K d

@ann Mpaeka W pudT

Pucynok 102 — Knonku Beipe3ats v KonupoBath

— OTKpOP'ITe KOHTeKCTHOe MeHIO HIeJTYKOM HpaBOfI KHOIIKM MbIIIW 110 BbIeJIeHHbIM
s4eikaM WM 110 3arojioBKaM/CO/IEPKUMOMY  BBIZIEJIEHHBIX — CTPOK/CTOJIOIOB.
BrinosnHuTEe KOMaH Ty KOHTEKCTHOTO MeHI0 BrIpe3ars.

— Haxwmure coderanue kiaBumn Ctrl+X wiu Shift+Delete pu pa6ote 8 OC Windows /

OC Linux.

Yro0bl CKOMMPOBATH IAHHBIE, BBHIIIOJIHUTE ClleIyIOIIre 1eHCTBUSL:
1. Boimenure s4eliky, AMana3oH siueek, CTPOKM WJIM CTOJIONBI, AaHHble W3 KOTOPBIX

HeoOXO0JJMMO CKOIIMPOBATh.

2. BpinonHrTe KOMaH/y KOIMPOBAHUS OJJHUM U3 CJIEAYIONIMX CIIOCOOOB:

— Bribepute nyHKT KOMaHHOTO MeH!O IIpaBka > KonmupoBarts (cMm. Pucynok 101).

— Ha nanenu unctpymenToB, B pa3fene IIpaBka HaxkmuTe kHOIKY || (KomupoBaTs)
(cMm. Pucynok 102).

— OTkpo¥iTe KOHTEKCTHOe MEHIO IIeTYKOM IpaBOM KHOIIKW MBI 110 BbIJIeJIeHHbIM
syerKkaM WM TI0 3arojIoBKaM/COIepXKMMOMY  BbIJIeJIeHHBIX CTPOK/CTOJIOIIOB.
BrinonHuTe KOMaHly KOHTEKCTHOToO MeHI0 KonupoBaThb.

— Haxwmure covyeranue knaBui Ctrl+C wim Ctrl+Insert npu pabore 8 OC Windows /

OC Linux.

2.4.1.7 BcraBuTh nocjiefHue BbIpe3aHHbIe HIH CKONMPOBAaHHEIE JaHHbIe

JInsi BCTaBKM JIOCTYIIHBI TpeJBapUTEIbHO CKOIMHMPOBAaHHbIE WJIM BbIpe3aHHbIe JIaHHbIE,
Haxonsmvecs B Oydepe ob6menHa. FEcmu Obil  ckonupoBaH WM BbIpe3aH — Aualla3oH

sTYeek/CTPOK/CTOJIOIOB, TO ITPH BCTaBKe JIaHHBIEe 3aMMYT JUaIa30H TaKoro ke pa3mMepa.
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Hannble u3 6ydepa 06MeHa MOXKHO BCTaBUThb C COXPaHEHUEeM WU 6e3 COXpPaHeHUsI UCXOJTHOTO
¢dopmaTtupoBaHus.
YToOBbl BCTAaBUTH JaHHbIe C COXPAaHEHWeM HCXOJHOro ¢GOPMAaTUPOBAHUS, BBIIOJIHUTE
CIIeyIolve eNCTBUS:
1. VYkaxwure, KyJia cjieJlyeT BCTaBUTb JIAHHBIE:
— Ecmu B 6ydepe obMeHa cojeprkaTcsi JaHHble U3 OFHOM SYEeMKW/CTPOKH/CTOOIA,
BbIJIEJIUTE STYEHKY/CTPOKY/CToJ0ell, B KOTOPBIU CielyeT BCTAaBUTh 3TU JIAHHBIE.
— Ecmu B 6ydepe obMeHa cofiepKUTCSl AUAlla30H sT9eeK/CTPOK/CTOJIOI0B, BhIIENHTe
COOTBETCTBYIOIIMM TI0 pa3Mepy JHana3oH WM BbIJIeNTe sTYerKy/CTPOKy/cTosbel, B
KOTOpBIA CJjleflyeT BCTaBUTb COAEpPXXUMOe IIepBOM s[YeHMKW/CTPOKM/CTonbna u3
JIMara3oHa.
2. BpinonHuTe KOMaHy BCTaBKU OJIHUM U3 CJIeIyIOIMINX CIIOCOOO0B:
— Broibepute nynkT komanaHoro metio IlpaBka > BeraButsb (cM. Pucynok 101).
— Ha nanenu uacTpyMeHTOB, B pa3zeiie IIpaBka Ha)kMuTe KHOIIKY Iﬁ (BcraBuTts) (cM.
Pucynok 103).
— Ha manenu uHCTpyMeHTOB, B pasnerne IIpaBka HakmMuTe Ha CTpeJIKy CIipaBa OT
KHOIIKU ﬁ (BcraBuTh) U B BBINIAAAIOIIEM CIIMCKe BbibeprTe KoMaHy BecTaBUTB (CM.

Pucynok 103).

©ain [lpaska Beraeka @opmar  Tabavua  Jandweie Mooy

w DY; |E% é X0 Thames

= O C .
Iﬁ BetaguTe

d®ain Mpaeka
BcTaguTe 3HaYEHMA W dopmat

H6 v fx
BcTaeuTe ToNbKD 3HaUEHKMA

A
|

Pucynok 103 — Knonka BcraButhb

— OTkpoiiTe KOHTEKCTHOE MEHIO IeTYKOM IPABOWM KHOIKKM MBIIIH T10 BbIIeJIeHHbIM
s4YeiikaM WM 110 3arojiOBKam/COIEP)KUMOMY  BBIJIEJIEHHBIX  CTPOK/CTOJIOIOB.
Brmomnuure KOMdHy KOHTeKCTHOI'O MeHIO BcraBuTth.

— Haxwmure coueranue kinaBui Ctrl+V win Shift+Insert pu pa6ore B OC Windows /

OC Linux.
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[Ipu BcTaBKe JaHHBIX 6€3 COXpaHeHUsl UCXOJJHOTO GOPMATUPOBAHUS JeHCTBYIOT Clle[lyIolire
rpaBuUJa:

— U3 bydepa obMeHa BCTaBIsIeTCs TOIBKO TEKCT. Tak, Mpy BcTaBKe GUTYPHI C TEKCTOM WU
TUIEepPCChUIKA B JOKYMEHT BCTaBJISIeTCSl TOJIBKO TEeKCT, KOTOPBIA COfepXKaT JIaHHbIe
O0OBEKTHI.

— Eciu B ckonupoBaHHOM WM BbIpE3aHHOM (parMeHTe COAep>Karcs n300pakeHusi, TO OHU
B JIOKyMEHT He BCTaBJISIOTCSI.

— Ecm B Oydepe obmeHa comepxutcs ¢Gopmysia, TO BCTABISIETCS TONbKO pe3yJIbTaT

dopmyisl (cM. paszen 2.5.6).

YToObl BCTaBUTH [laHHble 0e3 HCXOAHOrO (GOPMATHPOBAHUS, BBINOJIHUTE CleIyIoIIue
JeVCTBUS:
1. VYkaxwre, Ky/a ciieflyeT BCTaBUTh JaHHbIE:

— FEcm B 6ydepe obMeHa cojepkaTcsi JaHHble U3 OJHOM STYEHKW/CTPOKU/CTOJIOIA,
BbIJIEJIUTE sTYelKy/CTPOKY/CTosbell, B KOTOPBIN Clie[lyeT BCTaBUTh 3TU JIaHHbIE.

— Ecm B Oydepe obMeHa cOJIepXXUTCSI AMANA30H sTUeeK/CTPOK/CTOJIOIOB, BbIIeJIUTe
COOTBETCTBYIOIIMI TI0 pa3Mepy JHana3oH WM BhIJIeIUTe STYerKy/CTPOKYy/CcTosbell, B
KOTOpBI CJjleflyeT BCTaBUTb COZIepXXUMOe IIepBOM s[YeHKW/CTPOKH/CToNbna U3
JHaIa3oHa.

2. BeinonHuUTe KOMaHAY BCTaBKU OJIHUM U3 CJIeIyIOIMINX CIIOCOOOB:
— Bruibepute nyHkr kxomangHoro MeHio IIpaBka > BcTaBHTH TOJIBKO 3HAYeHHS

(cm. Pucynok 104).

Mpaexa Bcraeka @opmar Tabavua  faddwe Mg

T OTmeHWTB Ctrl+Z

" MNoetopute Ctrl=¥

&  Boipesats Ctrl+X

Konwpoeats Ctrl=+C

[y Berasuth Ctrl+V
BeTaguTe 3HAYEHWA W dopMaT Ctrl=Alt+V

BCTaEWTe TONBKO 3HAYEHMA

BctagwTe W3 Bydepa obmera r

Pucynok 104 — Komangnoe mento IlpaBka
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— Ha nanenmu wuncTpyMeHTOB, B pa3fene IIpaBka HaXMuTe Ha CTpeJIKy CIIpaBa
OT KHOIIKHU @ (BcraBuTh) ¥ B BBINAJAIONIEM CIHCKe BbIOEpUTEe KOMaHY
BcraBuTth TosIbKO 3HaYenus (cM. Pucynok 103).

— OTKpoiiTe KOHTEKCTHOe MEHIO IeJTYKOM IPAaBOM KHOIIKH MBIIIN T10 BbIIeJIEHHBIM
siueKaM WIK 10 COAIEP>KMMOMY BblJIeJIeHHBIX CTPOK/CTOJIOIOB. BhinomHuTe kKOMaHay

KOHTEeKCTHOTO MeHIO BCTaBHTH TOJILKO 3HAYCHUS.

[Ipu BcTaBKe JaHHBIX B HEITyCTble sSYeWKH WIA AUalla30HbI TMpefbIayIIre TaHHbIe
ynansitotcss 6e3 mpenynpexzaenus. Eciyi TpebyeTcs OTMeHUThH [1eHCTBHE BCTaBKH,

Haxxmure codyetanue kiasuia Ctrl+Z / 8Cmd+Z.

2.4.1.8 BcTraBuTh JaHHBIE U3 PacIIMPeHHOro Oydepa odoMeHa

B npunoxennn «MoiOduc Tabmuna» nocryneH paciimpeHHbI O6ydep obmena. B Hem
OJJTHOBPEMEHHO MOXXeT XpaHUTbCs 10 10 cKONMpOBaHHBIX UJIM BbIpe3aHHbIX CI0TOB. Kaxknas HoBas
3aIlMCh 3aHUMaeT MeCTO CaMOT'0 CTaporo CJI0Ta B CIIMCKE.

Pacivpennsiii 6ydgep o6MeHa MOXKHO UCIIOIb30BATh JIjIsl KOIIMPOBAHUS Y BCTABKU JJAHHBIX U3
npwioxenus «MoiOd¢uc Tabmuma» B npusnoxxenue « MoitOduc TekcT» 1 Ha060pPOT.

JlaHHble U3 paciMpeHHOro Oydepa oOMeHa BCTaBIISIOTCS C COXPAaHEHHWEM HCXOIAHOIO

dbopmaTrpoBaHUs.

2.4.1.8.1 BcraBuTth naHHLIe

YToOBl BCTaBUThH [laHHble M3 paclIMpeHHOro Oydepa oOMeHa, BBINOJIHUTE CleAyOIIre
JeUCTBUS:
1. VYkaxwure, KyJia cjieJlyeT BCTaBUTh JIAHHBIE:
— FEcmu B 6ydepe obMeHa cojepkaTcsi JaHHble U3 OJHOM STYEHKH/CTPOKU/CTOJOIA,
BBIJIEJIUTE sTYelKy/CTPOKY/CTosbell, B KOTOPHIN Ciie[lyeT BCTaBUTh 3TH JIaHHbIE.
— Ecm B Oydepe obMeHa cofiepXUTCSl Aualla30H siueeK/CTPOK/CTOJIOIO0B, BbIIEIUTE
COOTBETCTBYIOIIUH 110 pa3Mepy JIMAIia30H WM BbIJIeJIUTe STYerKy/CTPOKYy/cTosber, B
KOTOpBI CJjleflyeT BCTaBUTb COJepXXUMOe TIepBOM s[UelKW/CTPOKH/CTonbna U3

JHWAIla30HaA.
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2. OTkpo#Te copepXXuUMoOe paclidpeHHOro Oydepa obOMeHa OJHUM U3 CJIeIyIOIINX
CIIOCOOOB:
— Bruibepute nmyHkT komanHaHoro meHio IIpaBka > BcecraButh M3 Oydepa odmeHa

(cm. Pucynok 105).

Mpaeka Beraeka @opmar  Tabawua  Jaddbie WVHcTpymenTs Bwg  OBwwid goctyn Hagctpoikw  Cn

= OTMEHWTB Ctrl=Z vl [12 [ A- A+ = = =
" MoeTopuTe Ctrl+Y
B F oLy £y BV
Jo  Buipesate Ctrl+X
BripaBHWBaHMWE
Kenwposate Ctrl=C
[y Bcrasute Ctrl+W
BcTaeuTe 3HaueHuA u dopmat Ctri+Alt=V E F G H
BcTaeuTe ToNbKS 3HAYEHKA
Betaeute vz Bydepa obumeHa » OBWwwi uTar
395
£ KonupoeaTe dopmaTMpoBaHue Ctrl+5Shift+C
MpYMEHWTE GopMETUROEHWE Ctrl+Shift+V McTopwa Bydepa obmena Ctrl+Alt+Shift+V
OunctiTe
BmaeniTe Bce Ctrl+4

Pucynoxk 105 — JlanHble B paciiipeHHOM Oydepe oomMeHa

— OrTkpoiiTe KOHTEKCTHOE MEHIO IeTYKOM TPaBOW KHOIKHM MBIIIH 10 BbIIeJIeHHBIM
sYerKaM WM TI0 3arojioBKaM/COIepXKMMOMY  BBIJIeJIeHHBIX — CTPOK/CTOJIOIIOB.
Bribepute koMaH/ly KOHTEKCTHOTO MeHI0 BecTaBuTh 13 0ydepa ooMeHa.

3. B OTKpPbIBIIEMCH IIOOAMEHIO BbI6epI/ITe JaHHbIe JIJId BCTABKH.

Jnst ynobcTBa paboThl coniepskumoe Oydepa 0OMeHa MOKHO OTKPBITh B OT/IeJTbHOM OKHe. [[7is
STOT'0 BBINIOJIHUTE OHO U3 CIIeYIOIINUX TeCTBUM:

— Boibepute myHkt komaHgHoro MeHio IIpaBka > BcraButh u3 0ydepa obmena >
Hcropus dydepa oomena (cM. Pucynok 106).

— OTkpoiiTe KOHTEKCTHOe MEeHIO IeJTYKOM [IPaBOM KHOIKW MBIIIH I10 JIF000H siuelike WU
3aroJIoBKaM/CO/Iep>KUMOMY  JIIOOBIX ~ CTPOK/CTOJNIOIOB.  BhImomHUTE  KOMaHIy
KOHTEKCTHOTO MeHI0 BcraButsh u3 0ydepa oomena > Ucropus d6ydepa oomeHa.

— Haxmure coderanue kiaBum Ctrl+Alt+Shift+V / ~Option+{iShift+8Cmd+V Ha

KJIaBHATYype.
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Mpaeka Bcraeka @opmar Tabmvya  JanHoe  Wootpyments Bug OBwwih poctyn HageTtpoiikw

= OTMEHWTE Ctrl+Z vl 12 v A= At = = =
i [MoeTopuTe Ctrl+Y
AR T e A £ MBS
o Bmpesate Ctrl+X
BhipaBHWBAHMWE
Kenupoeate Ctrl+C
[ Bcrasuts Ctrl+W
BeTaEuTe 3HaueHuA U dopmat Ctri+Alt=V E F G H
BcTaBuTe ToNBKD 3HAYEHKA
BcTagwuTe w3 Bydepa obumeHa r OBWWA uTor
395
£ KonuposaTe dopMaTMpoBaHWe Ctrl=Shift+C
MpyuMeHUTE SopMaTHpoBaHWE Ctrl+Shift+V WcTropua Gydepa obmeqa Cirl+Alt=Shift=+V
Ounctute
BmaennTs BCe Ctrl+4

Pucynok 106 — Komanp! yripaBieHus paciiipeHHbIM 6ydepoM obMeHa

[To ymomuanuio okHO paciupeHHoro Oydepa obmena (cm. Pucynok 107) pasmeriaercs
PSIZIOM C BBIJIEJIEHHON WX TTOC/Ie[THel BHIZIEIeHHOW STYerKOM (HarmpyuMep, eciid BbijieJieH CTosiberr).
Y106l M3MEHUTh pa3MellleHHe OKHa, MepeTaliuTe ero B He0OXOJMMYIO YaCTb JIMCTA, y/IepXKUBast

JIEBYIO KHOIIKY MbIIIH.

BmBop TekcTa A0A BCTABKM

log

2010

Mecay,

2

[og-mecay
20102

Toeap

Toeap 1
Mpoaaxu s pyb.

423 656

Pucynok 107 — Pactmpennsiii 6ydep obmena
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[Tpu pabore c pacimivpeHHbIM 6ydepom obMeHa:

— IepeMellleHUe 1O cjioTaM Oydepa oOMeHa OCYIIECTB/ISIETCSI C TIOMOIIbIO KJIABUII
KJIaBUATYPHI | U T;

— BCTaBKa BBIJIEJIGHHOTO CJioTa U3 Oydepa oOMeHa B yKazaHHOe MeCTO JIOKyMeHTa
OCYIIIeCTBJISIeTCS 111eJTYKOM JIeBOY KHOIIKY MBIIIIY WA HaXkaTheM Ha KiaBuilly Enter;

— TepeMellleHHe ¢oOKyca MeXIy JOKyMeHToM Hu OydepoM oOMeHa OCYyIIeCTBIISIeTCs

kasuiiei Tab.

YToObl 3aKpBITH OKHO PACHIMpeHHOTo Oydepa oOMeHa, HaXXMUTe Ha KHOIKY B ero

3dI'OJIOBKe.

2.4.1.8.2 OuucTuTh HCTOPHIO pacuIupeHHOro 0ydepa oomMena

YTOOBI OYMCTUTH HUCTOPHIO paclIMpeHHOro Oydepa oOMeHa, BBIOJIHUTE CleylolIre
JIeNCTBUSL:
1. OtkpoiiTe conaepuMoe pacliMpeHHOro Oydepa oOMeHa OJHHM W3 CJIEYIONIUX
CIIOCOOOB:
— Bruibepute mynkT komangHoro meHio IIpaBka > BcecraButh u3 Oydepa odomeHa
(cm. Pucynok 106).
— OTkpo¥iTe KOHTEKCTHOEe MEHIO I[eTYKOM IIPaBOW KHOIIKM MBIIIH 110 JII000H sdeiike
WM 3arojioBKaM/COIEpP>)KUMOMY JIFOOBIX CTPOK/CTO/OIOB. Bbibepure koMaHay
KOHTEKCTHOro MeHI0 BcraButh u3 0ydepa odbmena.

2. B ortobpa3suBiieMcs oJiMeHI0 BbibepuTe KoMaHy O4UCTUTS.

2.4.1.9 Yaaiurts naHHbIC

YTOOBI OYUCTUTH COJIEPXKUMOeE sTueeK, BBITOITHUTE CIIeyIoIe JeCTBUS:
1. Boigenure sueiky Wiv Auana3oH, KOTOPBIM HEOOXOJIUMO OUYHUCTUTD OT JIAHHBIX.

2. Haxwmure kiaBuity Delete i Backspace Ha kiaBuartype.
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2.4.2 Pa3HOBHIHOCTH JAaHHEIX

2.4.2.1 Tunel naHHBIX

B npunoxxennu « MoitOduc Tabiuiiay o6pabaThIBAarOTCs CIeAYIOIIe TUITHI JaHHBIX:
— Jlornueckui;

— Ilycro;

—  OmmbkKa;

— Yucno;

— (Crpoka CUMBOJIOB.

2.4.2.2 ®opmarsl JaHHBIX

Tun garabix Yucmo (cm. pasnen 2.4.2.1) uMmeet pa3nudHbie GOPMaTHI:
—  OOmmi;

—  Ywucno;

— JleHeXXHBIH;

— @OUHAHCOBLIY;

— Jlara;

— DBpewms;

— Jlata u Bpems;

— IIporeHTHbIN;

— J1poOHbIi;

—  DKCIOHeHITUAJIbHBIH;

— TekcToBBIH.

dopmatsl HyXXHbI /J1s1 IPaBUJIbHOM MHTepIIpeTalluy JaHHbBIX [IPU OIlepalvsx B IPUIOXKeHUH,

HalpuMep, IIpY BBIYUCIIEHUSIX B popMyIiax.
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2.4.2.2.1 O6muit

O6mmumii bopMaT NprCBarBaeTCsl BCeM siueiKaM 0 YMOTYaHUI0 B MOMEHT CO37[aHUS JIUCTA.
O6muit popMat — yHUBEpCalbHbINA, OH MOXKET UCII0Ib30BaThCsl BO Bcex popmysiax U QyHKITUSIX.

B nmanHom ¢popmare aBTOMaTH4YeCKH ITepeBOJIATCS B OKCIIOHEHIIMAIbHYI0 GOpMY:

— TPOCTBIE YUCIIA, cocTosIHe 6osee yeM 13 11 cMMBOIIOB;

- Hp06HbIe 4urCild, B KOTOPBIX Iiejlad YdaCTb COCTOUT boiiee yeM u3 11 cuMBOJIOB.

Hpeo6pa30BaHHe B 3KCIIOHEHIIUAJIbHYIO Cl)OpMy OCYyIIeCTBJIAeTCd II0CJIe 3daBeplleHrsa BBOd

YHCJla B AYEUKY.

st npo6HBIX ymcen B ¢opmaTe OOmuMi He3Hauyalue HYJIA B JPOOHOW YacTH He

0TOOPAKAKOTCSI.

2.4.2.2.2 Yucino

®opmar Yucno sBiiseTCss OCHOBHBIM (pOpPMaTOM /Jisl BBIBOJIA YHCEI.
st popmara Um0 MOXXKHO HACTPOUTD CIle[lyrOle [lapaMeTphl:

— oTobpakeHHe pa3fiesiuTelis TPYIII pa3psi/ioB;

— KOJIM4eCTBO 3HAKOB, 0TOOpaXkaeMbIX I110CTIe 3allsITOMH;

— THII IpeJCTaBJieHHa OTpULldTeJIbHbIX YHUCeJl.

HacTpoiika ykazaHHBIX TapaMeTPOB OCYIIECTBIISIETCS C IOMOIIBI0 OKHA HACTPOEK YUCIIOBOTO
dopmara (cm. pazmen 2.4.2.4). HacTpoiiky KoiuuecTBa 3HAKOB TIOCJe 3aISITOM MOXHO TaKXke

BBIIIOJIHUTH C IIOMOIIBIO KHOIIOK, PacCIioJIO>KeHHBIX Ha IIaHeJIn HNHCTPYMEHTOB

(c™m. paznen 2.4.2.5).
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2.4.2.2.3 JleHexHbIH

ITOT PopMaT UCHOJIb3YeTCs JIJIsl eHeXKHbIX 3HAaYeHUH U 10 yMOJIYaHUIO JIOTIOJTHSIeT YUCIIa
3HAaKOM Ba/IOThl, KOTOpas COOTBETCTBYeT HACTPOWKAM CHCTeMbl TeKYIero KOMIIbIoTepa

(cm. Pucynok 108). 3Hak BaOTHI, UCIIOIb3yeMbId 10 YMOTYaHUIO, MOXKHO U3MEHHTb.

A1 v fx 1004,12

A
1 1 004,12P

Pucynok 108 — Yucno, npencrasieHHoe B popmate [leHeHbIN

YTo68!I OBICTPO NepeBecTU sUelky B JleHemHBIH ¢popMaT 110Csie BBOZA AHHBIX, BBIIIOJIHUTE
Clleflyolye AeUCTBUS:

1. Belmenure si9eliKy WM Ivana3oH siueek, GopMaT KOTOPBIX HEOOXOAUMO U3MEHUTD.

2. Ha nanenu uHCTpyMeHTOB, B pa3sziesie Yuciao HaxkmuTe KHOIIKY F ([leHexHbIH ¢dopMmar)

(cMm. Pucynok 109).

OB i v O v H
P 0{,}0 o0 oo HH .

Yucno AueinKm
Pucynok 109 — Knonka Jlenexusbiii gopmar

Sldelike aBTOMAaTHUYeCKM Ha3HA4YaeTCs ¢opMaT HEHEMbIﬁ, €CJIv TIpU BBOJle NAHHBIX ITIOCIIe

YN CJId YKA3BIBAETCA OQHO U3 CJIeYIOIUX 0003HaYeHUH BaJIIOThI:

p- Wix py0. — 0603HaYeHre pOCCUMCKOro pyouIs.

— TIPH. — 0003HauYeHVe TPUBHHIL.

— BYR - o6o3Hauenue 6enopycckoro pyoss.

— Kopn Bamtotel. Hanpumep, 23,00RUB. [lonHeli cicok mopjiepXkKMBaeMbIX BallOT U UX

KOJIOB TIpejicTaBiieH B pasjeiie «lIpuwioxkenue 2. CIIMCOK NOIEPKUBAEMBIX BaJIIOT.

Ecm st siueriku BbiOpaH ¢opmar TekCTOBBIH, TO TIPU BBOJIe KOJia BaIOTHI popmaT

JAHHOU TYeMKU He U3MeHSseTCs.
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st uncrna B popmate JleHemxHbINH MOXHO HACTPOUTH CIeJIyIOlye TapaMeTphl:
— BbIOpaTh KOJ WA CUMBOJI BaIOThI, CJIEAYIOIIUHI 33 YUCIIOM;
— yKa3aTb KOJIMYEeCTBO 3HAKOB, OTOOpa’kaeMbIX TOCJIe 3alsITOM;

— Bbl6paTb THUII IIpeJCTaBJIeHWs OTPHUIaTeJIbHbIX YHCeJl.

Hacrpoiika yka3aHHbIX TapaMeTPOB OCYIIIeCTBIISIETCS C TOMOIIIbI0 OKHA HACTPOEeK YMCIIOBOTO
¢dopmara (cMm. paznmen 2.4.2.4). HacTpoiiky KojuyecTBa 3HAKOB IIOC/e 3alsITOM MOXHO TaKKe
BBIIIOJTHUTHL ~ C  [IOMOIIBIO  KHOIMOK,  pacrloOJIO)KeHHBIX  HA  [AHeJId  HWHCTPYMEHTOB

(c™m. paznen 2.4.2.5).

2.4.2.2.4 PunaHCOBELIH

PunaHCOBBIH dopMaT STUEHKU NIPUMEHSIeTCs VISl YKCell, UCIO0JIb3YyeMbIX B OyXTaJaTepCKUX
JIokyMeHTax. B ¢opmare dPuHAHCOBBII BBeJleHHOE YHCJIO aBTOMATHYeCKU JIOTOJIHSETCS 3HAKOM
BaJIIOTHI, KOTOPAasi COOTBETCTBYET HACTPOMKAM CUCTEeMbI TeKYIIero KOMITbIOTepa.

[Ipu BBOAE unicen B PuHAHCOBOM popmare:

— 0 (Homb) B sIUelike aBTOMATHUYeCKHU 3aMeHsieTcs Ha - (1educ);

— OTpullaTeJjibHbie YK1CJia B sTYerKe 3aKJII0YaloTCs B KpyTJibie CKOOKH.

B cTpoke dopmyi u B pexkume penaktrpoBaHusi 0 ¥ OTpUlIaTeIbHbIE YHUCIIa 0TOOPaXKaloTCs B

rcxonHoM Bujie (cMm. Pucynok 110).

A1 v fx -65,85

A
1 ( 65,85P)

Pucynok 110 — OtpunarensHoe unciio B popmate PUHAHCOBBIN

,HJ'[S[ qHcCeJl B (1>opMaTe PHHAHCOBBIH MOXXHO YKa3dTb KO/ UJIN CUMBOJI BAJItTOThI, CJ'IeILy'I-OH_[I/Iﬁ

3d YHMCJIaMH, U KOJIN4eCTBO 3HAKOB, OTOGpa)KaEEMI)IX IOCJIe 3aIsaTOu.

HacTtpoiika ykazaHHBIX TapaMeTPOB OCYIIIECTBIISIETCS C IIOMOIIBI0 OKHA HACTPOEK YUCIIOBOTO
dopmara (cm. pazmen 2.4.2.4). HacTpoiiky koimuecTBa 3HAKOB IOC/e 3aMsATOM MOXHO TakKxe
BBIIIOJIHUTH ~ C  [IOMOIIbI0  KHOIOK,  paclOJIOKeHHBbIX  Ha  [aHeJId  UHCTPYMEHTOB

(c™m. paznen 2.4.2.5).
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2.4.2.2.5 JlaTa, Bpems, [lata u Bpems

Ecium B siueiiky BBOAUTCS 4MCiio B dopMare J1aThl, BpeMeHU WX JaThl U BpeMeHH, TO IAaHHOU
sideiike aBTOMaTU4eCcKU HasHadaeTcs ¢dopmaT [lata, Bpems win JlaTa u BpeMsi COOTBETCTBEHHO
(cm. Pucynok 111-Pucynok 113).

[Ipu HeoOxommmocTh dopMar OTOOpakeHWs [aThl W/WIKM BpeMeHH MOXXHO H3MEHHUTh C

MIOMOIIIBIO OKHA HACTPOeK YMCIIoBoro ¢popmara (cM. paszen 2.4.2.4).

Al v fx 18.07.2022

A
1 18.07.2022

Pucynok 111 — Yucno B popmare [lara

A1 v fx 12:25:00

A
1 12:25:00

Pucynok 112 — Yucno B popmare Bpems

AT v fx 18.07.2022 12:25:00

A
1 18.07.2022 12:25

Pucynok 113 — Yucno B popmare [lata u Bpems

Bcem pamHeiM B ¢opmarax Jlara u Bpemsi COOTBETCTByeT MCXOJHOE YUCIIO.
Touka ero orcuera s Bcex mat — 30 mekabps 5628 roma, ube ucxomHoe 4uciio paBHO 0.
Hamnpumep, ncxonnoe unciio asist natel 1 suBapst 5629 roga = 2.

HcxopuelM 4yMciioM i JaHHbIX B ¢Qopmare Jlata Bcerja sBiseTCs Ieloe YHCIIO.
Yrobbl yBUIETH €ro, u3MeHUTe popMar siueriku Ha Oomuii iy Yucio.

HcxoIHBIM 4HCIIOM IS JaHHBIX B popMaTe Bpemsi Bceria siBisieTcsl YMCIIO U3 UHTepBasa OT
0,0 no 0,999988426. UTtobb! yBUETD €T0, BhIOEpUTE [ stueiiku popmat Uucio.

Hcxopnple ynciia HeoOXOOUMBI IIPY BBIYUCIEHUSX. B MHOM ciy4yae sSiUelKM C JaTaMy U
BpeMeHeM pacCMaTpUBaJIMCh Obl Kak TeKCTOBble M He MOIVIM IIPUHMMATh pOJib apryMeHTOB B

dopmynax u GyHKIUSX.
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2.4.2.2.6 IIponeHTHBIH

IToT dopMaT UCIOIL3YyeTCs IS MpeCTaBlIeHus] YKicesl KakK MpoileHToB. [Ipyu mpuMeHeHun
¢dopmara IIpomeHTHBII BBeIEHHOE YHCIIO YMHOXaeTcss Ha 439 U ToydyeHHOe 3HAYeHHe
oToOpakaeTcs B siUeiike co 3HAKOM «%o». MlcxomHoe 3HaueHre oToOpaXkaeTcsi B CTpoke Gopmyit (CM.

Pucynok 114).

A1 v fx 0,253

A
1 25,30%)

Pucynok 114 — Yucro, npencrasienHoe B ¢popmate IIponeHTHBIH

Yrob6sl ObicTpO TiepeBecTH siueliky B ¢opmar IIpomeHTHBINH, BBIIOJIHUTE ClleAyIolue
JeUCTBUS:

1. Bolpenure siueliky WM JUana3oH siueek, GpopMar KOTOPhIX HEOOXOUMO U3MEHUTb.

2. Ha mnanemu wuHcTpyMeHTOB, B pasnene Ywmciao (cMm. Pucynok 115) Haxmwure

KHOIIKY %, (IIpomenTHBIN popmar).

OBwii v L v F
P 0,""[: oo oo E v

Yucno Aueirm
Pucynok 115 — Knonka IIpouentusiii gopmar
s gucen B popmate IIpomeHTHBIM MOXHO yKa3aTb KOJIMYECTBO 3HAKOB, OTOOpa’kaeMbIX

ocJie 3arsIToM, C MOMOIIBI0 OKHA HACTPOeK YrcioBoro ¢popmara (cM. pasgen 2.4.2.4) Wi KHOTIOK,

PAaCITIONIOXKEHHBIX Ha ITaHeJId HHCTPYMEHTOB (cM. paszen 2.4.2.5).
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2.4.2.2.7 [IpooHbIit

JTtoT popMaT UCHOJIBb3YeTCs il MpefcTaBIeHus APOOHBIX YKcell B BUAE OOBIKHOBEHHBIX
npobeii. To ecrb pApobHas dYacTh 4YHCIA 3aMeHseTCs Ha YHUCIUTelb W 3HaMeHaTeslb

(cm. Pucynok 116).

A1 v fx 1,6789

A
1 12/3

Pucynok 116 — Yucro, npencrasienHoe B popmate JIpoOHBII

B dopmare JIpoOHBIH YMCITUTENb Y 3HAMEHATEIb BHIYUCIISIIOTCS ABYMSI CITIOCOOaMHU:
— TouHO (Hanpumep, 0,5 = 1/2);

— npubmusuTesibHO (Hampumep, 1,6789 = 1 2/3).

2.4.2.2.8 DKcrioHeHIIHAIBHBIH

JKCIOHeHIUAJIBHBIN (WM Hay4Hbli) ¢GOpMaT WCIONb3yeTcsl Jisd Ipe/iCTaBIeHUs
OOJBIIINX YKCcell B KOPOTKOM dbopme.

B OxcnonennmuanbHOM dopMare YacTh BBeEHHOrO uwucia 3aMmeHsiercss Ha E +n,
rae E o603HauaeT skcroHeHIMalbHOe TIpeJiCTaB/ieHre — YMHOXeHUe TIPeJIIecTBYIOIero 4ucia Ha
10 B crenenn n. Hampumep, B SKCIOHeHIMaIbHOM ¢QopMare Macca IUJIaHeThl 3eMJls
(5980000000000000000000000 xr) oTobpaxkaercs kak 5,98E+24, uto o3HauvaeT 5,437, yMHOXKeHHOe
Ha 10 B 1Ba/ilIaTh YeTBEPTOM CTEeleHHU.

Ecmm k siuelike nprMeHeH OKCIOHEHIMAIBHBIN GOpMaT, TO YUCIIO B ssUelike 0ToOpaXkaeTcst
B OKCIIOHEHIIMAJIbHOM IIpe/ICTaBIeHMH He3aBUCUMO OT TOrO, Kakoe KOJIMYeCTBO CHUMBOJIOB OHO
conmepxutT. Ilpu aTom uymcia, KOTOpble cojepXaT A0 15 CHMMBOJIOB BKJIIOUMTEIBHO, B pexXuMme
PelaKTUPOBaHUs U B CTPOKe GOPMYJT OTOOPaKatOTCSl B UCXOTHOM BHUJIE.

Yucio B popMaTe DKCIOHEHITHAIBHBIN [TPeJICTaBIeHO B siuelKe CIIeqyIoImMM oopa3oM (CM.
Pucynok 117):

— llenas yacTp, Bcerya cocTosiasi u3 OAHOW HUQPHI.

— Pazgenurens 1ie1oit u IpoOHOM YaCTH.
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— JlpobHas dacTh, O yMoyYaHMWIO cocTosmias u3 1Byx Iudp. IIpu HeobxommmocTu
KOJIMYeCTBO 3HAaKOB B JPOOHOW 4YaCcTM MOXHO YMEHBbIIUTb WIM YBeJIUYUTh

(c™m. paznen 2.4.2.5).

— Ilokazarenn crenenu uncia 10 B Bunme E<3Hak mokasarensi creneHm><imoKa3arTeib

CTeIleHH>.

Al v fx 86952

A
1 8,70E+04

Pucynok 117 — OTobpaxkeHue uncia B popMaTe JKCIIOHEeHIUAIbHBIHN

2.4.2.2.9 TexcroBbIi

B ¢opmare TekcToBBIil BBeleHHble [aHHble He IIpeOOpPa30BBIBAIOTCS M OAMHAKOBO
oToOpaXkatoTcs B siuelike U CTPOKe GOPMYy!L.

B ormnmmume or O6mmero, naHHble B popmare TeKCTOBBIH He YUUTBHIBAIOTCS B IIpoliecce
BBIYMCJIEHUH, 1aKe eCIM BHYTPU SYeMKU HaXOAUTCS YACII0. DTOT popMar IoJjie3eH, Koraa Tpedyercs

HNCKIIIOYNUTb HEKOTOPbIe YHUCJId U3 MdCCHUBd dPI'YMEHTOB.
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2.4.2.3 Onpenenuts popmar sueliKku

[To ymomyaHutio 1pu Co31aHUM JOKYMEHTA BCeM siueiikaM rprcBanBaeTcs ¢popmaT OOmui.

Y0661 M3MEeHUTHL GOpPMAT, BHITIOJTHUTE CIIeyIOIIe IeMCTBUS:

1. Boeigenute TpebyeMylo s4YeMKy/quana3oH S9eeK WM CTPOKH/CTONOIBI, B KOTOPBIX
TpebyeTcst U3MeHUTh popMar sdeex.

2. Ha mnaHenu WHCTPyMeHTOB, B pasfiele YMCI0 IIeJKHUTe 110 II0JI0, B KOTOPOM
oToOpakaeTcss HaMMeHOBaHUe TeKyllero ¢opmara, U Belbeprte TpebyeMblii popmar 13

BbINIafjaromIero crrcka (cMm. Pucynok 118).

= === 7T + L | Obuwi vbﬁvz
AB —
— ¥ =2 ° OBuwit
BhipaBHUBAHKME
Yucao
JdeHesHmin
H ]
PUHaEHCOEMA
15,4_ fara

Bpema

Jata v spemA
MpousHTHERA
JpobHeii
FKCNOHEH UMENEH A

TekcToBBIN

MapameTpsl..

Pucynok 118 — Onpenenenue dopmara siueiku
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2.4.2.4 Hacrpoiiku ¢popmaToB

[Ipy HE0O6XOIMMOCTH MOXXHO HACTPOUTH OTOOpakeHWe AaHHBIX B siuedKaX, JJIsi KOTOPBIX
BbIOpaH popmat HYucio, enexnnrii, PunancoBsii, [laTa /v Bpems v IIponeHTHBIH.
J1715 HACTPOWKY BBITIOJIHUTE CJIeyIOIIne IeUCTBUS:
1. Beimenute s4elKy/muana3oH S9YeeK WIA CTPOKH/CTOJNIOIBI, B KOTOPBIX TpebyeTcs
HACTPOUTh OTOOpa)keHVe TaHHBIX.
2. OTkpoiTe OKHO HAaCTPOMKH (pOPMATOB OJTHUM U3 CJIEYIOIIUX CII0CODOB:
— DBroibepute nyHKT KOMaHmHOTO MeHIo Popmar > YuciaoBoit ¢opmar

(cm. Pucynok 119).

Dopumar  TabBawua  JadHwe  WH
WpndTe r

BripaeHKBaHWe r

Yncnosoi gopmar...
MNoeopoT TekcTa r

OBnacTe nedyatu L

CoxpaHuTe nzobpameHue..,

Pucynok 119 — Komananoe menio opmar

— Ha nanenu uHCTpyMeHTOB, B pasziejie Yucia0 pasBepHUTe CIMCOK GOpPMATOB MU
BbibepuTe nyHKT Ilapamerpsl (cMm. PucyHnok 118).

— OTkpo¥iTe KOHTEKCTHOe MEHIO IIeTYKOM IpaBOM KHOIIKW MBI 110 BbIJIeJIeHHbIM
s4yelikaM WM 110 3arojioBKaM/CO/Iep>)KMMOMY  BBIJIeJIEHHBIX ~ CTPOK/CTOJIOIOB.
BrinosnHuTe KOMaHly KOHTEKCTHOTO MeHIo YuciioBoi ¢popMar.

3. B oxne YmcnoBoit ¢opmar, B coucke cjeBa Bbibepure TpeOyeMblii ¢opmar

(cMm. Pucynok 120).

4. YxaxuTe rapaMeTpsl JaHHOTO ¢popmara (onrcaHue apaMeTpoB CM. HHXe).

5. Haxmwure kHonky OK.

Mexny onemMeHTaMd OkHa YmciaoBoi ¢(opMaT MOXHO IlepeMeliaTbCs C IIOMOIIBIO
kiaaBuil KiaBuarypel Tab (cneBa HampaBo) u Shift+Tab (cnpaBa nHaneBo). Ecin B okue

BblJieJIEH CITMCOK, TO I10 ITYHKTaM CIITMCKd MOXXHO IlepeMelidTbCAa C IOMOIIbIO KJIIABUIIT l u T
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2.4.2.4.1 ITapametps! popmara «Hucmao»

s popmara Yucsro MOXKHO HACTPOUTH Clleflytoliye rapameTpsl (cM. Pucynok 120):

— Pa3nenars rpynnsl pa3psaoB — ecid ¢UIXKOK YCTAHOBJIEH, TO TPYIIIbI pa3psioB
B YHMC/IaxX pa3fenstoTcs mpobenom. Hampumep, uyucino 157695,00 otobpakaercss kak
462 456,00.

— Yucio JecITHYHBIX 3HAKOB — C IIOMOIIBIO JAHHOT'O CYeTYMKA MOXHO YBeJIMUUTh WIIN
YMEHBIIIUTh KOJIMYeCTBO 3HAKOB, OTOOpakaeMbIX IIOC/Ie 3alsiTOW. YBelndeHue U
yMeHbIlIeHHe pa3psOHOCTH MOXKHO TakKe BBIIOJIHUTH C  TIOMOINbIO  KHOIIOK,
pacIionoXeHHbIX Ha MaHeJId MHCTPYMeHTOB (cM. pasfen 2.4.2.5).

— OrTpunartenbHble YHCJIA — TUI  [peACTaB/IieHUs  OTPUIIATENbHBIX  4HKCell

B popmare Yucio.

Yucnosoii doprar x

OBpazey,

06w mi
1012,12

Yucno

JeHexHbliA
PazgenaTe rpynnel pazpagoe

DMHaHCOBLIA
Yncao AeCATHYHBIX 3HAKOE
Jata v epemA

5

2 .
MpoueHTHBIRA

C:T|3I-1LI,-."-TE.'I: HBIE YHUCna

O pobHbIi
" -100
JKCNOHEeHUWANEHLIA
TeKcToBbIA -Ie
100
(100)

(100)

Pucynok 120 — Oxno YucnoBoii popmar
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2.4.2.4.2 Ilapametps! popmaTta «JleHemHBIH»

s NeHexHoro ¢popmaTta MOXKHO HaCTPOUTH CJleflyloliue rnapamerpsl (cM. Pucynok 121):

— OO0Oo3HaueHnme — CHMBOJI WIM KOJ  BaIOTHl, CJeAyIOIIMHA 33 4YHCJIaMHU
B [lenexxnom dopmare.

— UYmncno mecATHYHBIX 3HAKOB — C TIOMOIIbIO JAHHOT'O CYeTYMKAa MOXKHO YBEIUYUTh WU
YMEHBIIIUTh KOJIMYeCTBO 3HAKOB, OTOOpakaeMbIX IIOC/Ie 3allsSiTOM. YBelddeHUe WU
yMeHbIlIeHVe pa3psilHOCTU MOXKHO TakXKe BBIIOJHUTb C IIOMOIIBIO  KHOIIOK,
PacIionoXeHHbIX Ha MaHeJId MHCTPYMeHTOB (cM. pasfen 2.4.2.5).

— OTpunarenbHble YHCIAa — TUI  IpPe/CTaBlIeHUs]  OTPUIATeNbHBIX  4HCell

B JleHexxHOM popMare.

Hucnoeoii dopmar >

O6pazew;:

OBwWwmi
1012,12F

Ywvcno

JeHexHbIA

CBozHadeHne:
DUHaHCoBLIRA Pocouiickuia py6ae () ¥
Jata v epemn

Yucao AECATUHYHBIXY ZHAKOB

MpoueHTHBIRA 5 ~

O pobHbIi

- CTPHLI,-.‘!TE.'I:HI: £ Ynona
EKCI'IDHEHLI,HBJ']hHhIH

-100
TekcToBbIA
-100

(100)

(1007

Pucynok 121 — [lapametpr! popmara [leHexHbIH
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2.4.2.4.3 Ilapametps! popmaTa «PHUHAHCOBBII»

Ins  dusaHcoBoro dopmMata MOXHO  HACTPOUTH  CJIeAyIOIIMe  I[apaMeTphl
(cm. Pucynok 122):
— OO0Oo3HauyeHHe — CMMBOJI WIA KOJ| BaJIIOTHI, CIEAYIOIHMHN 3a YuciaMi B PHHAHCOBOM
¢opmare.
— Yucio mecITUYHBIX 3HAKOB — C TIOMOIIBIO JAHHOTO CYeTYMKA MOXKHO YBEJTUYUTh WU
YMEHBIIIUTh KOJMYeCTBO 3HAKOB, OTOOpakaeMbIX IIOC/Ie 3amsTod. YBeJlWdeHWe u
yMeHbIlIeHHe pa3psOHOCTH MOXKHO TakKe BBIIOJIHUTH C  TIOMOINbIO  KHOIIOK,

pacIionoXeHHbIX Ha MaHeJId MHCTPYMeHTOB (cM. pasfen 2.4.2.5).

Hucnoeoii dopmar *

OBpazew;

OB KA
1012,12F

Yucno
JeHexHui o -
DuHaHCoBbIA Poccnitckmii pyGne () v
Larta v epema
L WMCnD AeCATUYHBIX 3HAKOB:

[MpoueHTHBIR -~

2 w
OpobHei
JKCNOHEHUWANEHBIA

TekcToBbIA

Pucynoxk 122 — Ilapametpsl popmaTta PUHAHCOBBIH
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2.4.2.4.4 TIlapametps! popmaTtoB «JlaTa», «Bpems», «/lara u Bpems»

s siueex B popmartax JlaTta, Bpems, JlaTa u BpeMst MOXKHO yka3aTb popMar 0TOOpakeHUs
JIaHHbIX (cM. Pucynok 123):
—  Ecmu nns siueriku Boibpas popmat JlaTa, BbibepuTe B ciicke JlaTa dopMat oToOpakeHus
naThl, a B criicke Bpemsa nynkt Her.
— Eom pnsa sggeliku BeiOpan ¢opmar Bpems, Boibepure B crnucke Jlara nyHkt Her,
a B ciiucke Bpems dopmaT 0TOOpakeHHsI BpeMeHH.
— Ecam nns suetiku Beiopan ¢dopmar laTa u BpeMms, BbibepuTe B crucke Jlata ¢popmat

oToOpakeHUsI JIaThl, a B crivicke Bpemsa ¢popmat oToOpakeHus] BpeMeHHU.

Uncnosoii dopmar X

061 Sopee
Yneno 08.10.2021
HdeHexHbIR Jlata Bpema
DUHaAHCOBRIRA Her 8 Her
Hata v epema 8 okTABpa 2021 . 0:00
lMpoueHTHBIA nATHWUA, B okTAbpa 2021 . 0:00:00
OpobHei 08.10.2021
JKCNOHEeHUWANEHEIR 08.,10.21
TekcroBwIiA 8.10.21

8-oKT

oKT-21 o

m OTmeHa

Pucynoxk 123 — Ilapametpsr popmartoB laTa, Bpems, Jlata u Bpems
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2.4.2.4.5 ITapametps! popmata «IIporeHTHBII»

C nomorpio cueTyrka YHciao qecaTHYHBIX 3HAKOB (CM. PrcyHok 124) MOXHO yBeIMYUTh

WJIN YMEHBIIWUTLb KOJINYeCTBO 3HAKOB, OTO6pa>KaEMI)IX B YMCJIAX II0CJIe 3aIISITOM.

YBenmmueHue u yYMeHbIlIeHre pa3pAJHOCTH MOXHO TdKXXe BLIIIOJIHUTL C IIOMOIIBIO KHOIIOK,

PAaCIIOIOKeHHBIX Ha MTaHeJId UHCTPYMeHTOB (CM. paszen 2.4.2.5).

Yucnoeoi dopmar

OB KA
Yvecno
JeHexHbIA
MMHaHCOBLIA
Larta v epema
[MpoueHTHEIR

L pobHbIR

TekcToBbIA

OBpazew;

101212,00%

Yucno AECATHHHBIX 3HAKOB!

i

2 v

JKCNOHEHUWANEHBIA

Pucynok 124 — Ilapamerps! popmara IIpomeHTHBIH
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2.4.2.5 YBeIMUNTH WIN YMEHBIINTD Pa3psAIHOCTD

Hns uncen B ¢opmatax UYucmo, [eHexnsniii, PunancoBbiii, IIponeHTHBII U°
DKCIOHEHITHAJILHBIA MOXXHO YBEJIMYUTb WIA YMEHBIIUTh KOJUYECTBO 3HAKOB, OTOOpakaeMbIX
OCJIe 3aIsTOM.

[Ipy yMmeHbBITIEHMM KOJIMYeCTBa 3HAKOB TIOCHETHUN BUIMMBIA pa3psili aBTOMAaTHYECKH
OKPYTJISIETCSl B 3aBUCMMOCTH OT CKPbIBaeMOro 3Haka. OKpyrJieHHe BBIOJIHIETCS 110 CTaHJapTHbIM
MpaBUJIaM.

Hactpoiiky konmuecTBa 3HAKOB, OTOOpaXkaeMbIX IOCJIe 3alsiTOM, MOXXHO BBIMOJIHUTE C
IIOMOIIIBIO:

— OKHa HaCTPOeK YMCIIOBOro ¢popmaTa (3a uckiodeHrueM ¢popmaTa JKCIOHEHIMATbHBIH)

(c™m. paznen 2.4.2.4);

— KHOIIOK, PACIIOJIO’KEHHbIX Hd IIdHeJIM UHCTPYMEHTOB.

YT0OB! yBEJIMYUTh WIM YMEHbIINUTh KOJIMYeCTBO 3HAKOB I10CTIe 3alSTON C IIOMOIIIbIO KHOIIOK
Ha I1aHeJId UHCTPYMEHTOB, BBIIIOJIHUTeE CJleflyIoIye 1eHCTBUSL:
1. Bolmenure siueiiky WM JUAla30H siueek, KOTOpPble CofiepXxatr TpebyeMble Yyucia.
2. YroObl yBeJIMYUTH KOJMYECTBO 3HAKOB IIOCJIe 3alsiTOM, Ha IaHelIW WHCTPYMEHTOB, B
pasnienie Yucao HaXMUTe KHOIKY 0o (YBenmuuuts paspsigHocTb) (cM. Pucynok 125).
Yrobbl ~ yMEHBIIUTH  KOJIMYECTBO 3HAKOB  IIOCJle  3allsToH, Ha)KMHTe

KHOIIKY Q0 (YMeHBIINTD Pa3psAIHOCTD).

Uncno v QO v

P % [2 %] HE~

HYuono Auckkm

Pucynok 125 — KHonky yBesiiueHUs U yMeHbIlIeHHsl Pa3psiIHOCTU
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2.4.2.6 TexcroBoe popmaTHpoBaHHe GpOPMYJI H YHCe

B HekoTOphIX ciydasix ¢popMyisy WM YMCIO, KOTOPOe BBOJUTCS B sYeWKY, HeoOXOIuMO
COXpaHUTb B UCXOOHOM Bue. Hampumep, coxpanuTh Hynu npu BBoje uucia 00056 wim ykasathb
dbopmyiy 6e3 ee manbHemIero npuMeHeHus. Jljis 3Toro K siueiike, B KOTOPYIO BBOJUTCS YHUCIIO UITH
dopmyra, ciegyer NpUMEHUTh TEKCTOBOe GOpMaTHPOBAHUE.

CuMBOJIOM Takoro ¢gpopMaTthpoBaHUs sBisieTcsl 3HaK «'» (amoctpod). Amoctpod cienyer
BBECTH B slUeMKy HeIIOCpPe/ICTBeHHO Iiepe]] GOpMyJION WIIM YMCIIOM, KOTOpOe ClleflyeT paclio3HaBaTh
kak Tekct. Harmpumep: '=CYMM(B1;C1) wiu '00056.

Eciv mepen fmaHHBIMU B siueliKke YCTaHOBJIEH 3HAK arocTpoda, TO IMpPU HaXXaTHHA Ha
wiaBuily Enter ¢dopmar syeliku aBTOMaTH4yeCcKU MeHsieTcsi Ha TekcroBbii. [Ipu 5TOM 3Hak
anoctpodpa He oToOpaxkaeTcs B siuelike U B CTpoKe GOpMYy!L.

TexcroBoe popmaTrpoBaHUe O IepKUBAETCS BO BCeX TaOIMUHbIX pefiakTopax. OHaKo mpu
ero MprYMeHeHUH B CTOPOHHEeM pefjakTope dopMaT siueek MOXKeT COXPaHSITh popMaT 110 YMOTYaHUIO
— OOmmii.

Ecm nmokyMeHT coliepXXUT Takue SYerKd, TO IPU IMepBOM OTKPBITUM JIOKyMeHTa B
npusiokeHnn « MorOdwuc Tabnuia» dbopMar 3TUX siueek aBTOMaTU4eCKyd MeHsieTcsl Ha TeKkCcToBBIM.
Ha skpane oTobOpakaeTcsi BCIUIbIBaloIlee coobIeHue: «Suelikd ¢ JaHHBIMU, HAYMHAIOIUMUCS C
CUMBOJIa OJlMHApHOM KaBblukH ('), ObulM oTdopmarvpoBaHbl Kak Tekcr.» Haxmure B naHHOM
COOOIIeHNY KHOTIKY 3aKpPBITh.

YToOBI M3MEHUTh TeKCTOBBIM GOpMaT sYelKy Ha Jpyrou (Hampumep, 4TOOBI IIPUMEHUTHb

¢dbopmyty), BHITIOIHUTE JIeUCTBUS, ONMCAaHHbIe B pa3zene 2.4.2.3.
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2.4.3 I'mmiepccblikn

B [oKyMeHT MOXHO J00aBUTh CCBUIKY Ha BeO-CTpaHUITy WIM afpeC 3JIeKTPOHHOM MOYTHL.
[Tpunoxenne «MoiOduc Tabmuma» pacro3HaeT W JejlaeT aKTUBHBIMU CCBUIKH, KOTOpHBIe
HayMHATCI ¢ www, http, https, ftp, u amekTponHbIe ajpeca.

[Ipumepsi:

—  www.website.ru,

— https://website.com,

— http://website.ru,

— ftp://531.439.0.0,

— mailto:user@domain.ru,

— user.name@domain.com.

Ytobbl u30exxaTh OMMOOK TIpu Tmiepexoje 1o ccbuikaM, nepen URL  pexkomenmyercs

yKasbIBaTh nIpoTokosi. Hanpumep: http://website.ru.

2.4.3.1 BcTaBUTBH CCBHUIKY

Ccbuika MoxkeT 0TobpaXkaThCsl B JOKyMeHTe B BUJIE:

— URL — Hanpumep, http://www.website.ru;

— TeKCTad — HallpuMep, CCbLJIKd.

YtoObI 100aBUTH B IOKyMeHT CChIIKY B BUujie URL, BInosiHUTE Cefiytoliye NeriCTBUS:

1. Ilepeiinute B peXyuM pelaKTUPOBaHUSI SYEHKU, B KOTOPYIO HEOOXOJIMMO BCTaBUTh
CCBUIKY.

2. Beemutre URL cchuiku.

3. Haxwmwure knaBuiry Enter Ha kiiaBuartype.
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YT06b!I 106aBUTH B IOKYyMEHT CCBHUIKY B BUZIe TeKCTa, BHIIIOJIHUTe CllelylolIye JeHCTBUS:
1. Brienute sueliKy, B KOTOPYIO TpeOyeTCs BCTaBUTh CCBLIKY.
2. BbinonHuTe KOMaH/y BCTaBKU I'MIIEPCCHIIKY OJJHUM U3 CIIOCOOOB:

— Bribepute nmyHKT KOMaHgHOTO MeHI0 BeraBka > Ccbutka (cMm. PucyHok 126).

Becraeka  @opmar  TaBawua  [fad
[ MzobpameHue...

TekcToBOE NoNe

¢ Ourypa 4

Auarpanma r

CeogHan Tabanua...

> H =

DyHKLMWA...

Ceobinka... Ctrl=K
JameTra

Nuer

Jata
Epenn

M0 OF S

Pucynok 126 — KomangHoe mento BeraBka

— Ha nanenu MHCTpyMeHTOB, B pasfielie BcTraBka HaXMUTe KHOIIKY (_f-) (Ccrpinka)

(cMm. Pucynok 127).

© e~ % -

[aHHbe BcTaBka

Pucynok 127 — Knonka Ccpuika
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— Ha mnanemu wuHCcTpyMeHTOB, B pasfesie BcraBka Haxmure KHONKY :==. Ha

0TOOPA3MBIIIENCS MTaHeIW BCTaBKU HAXKMUTE KHOTIKY .:f-) Ccpuika (cm. Pucynok 128).

o~ 65 4 & b=,

Mzobpaxerwe.., ~
!
TekcToBDE NoNe Q
N 0 g °
Durypa * ﬁ(
Juarpanasa > @

CeogHan Tabavua

DyHELMKA...

Cownka...

Nuct

lata

Bpemn

O OWMS eI OHF® -

Pucynoxk 128 — Ilanenb BcTaBkU

— IlpaBo¥i KHOTIKOM MBIIIX IIEJIKHUTE 110 BHIOPAHHOU siYeiike W BBIIIOJIHUTE KOMaH/IY
KOHTEKCTHOT'O MeHI0 BCTaBUTH CCHUIKY.

— Haxwmurte couerauue kinasuni Ctrl+K / #Cmd+K.
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B oxune BcraButh ccbiiky (cMm. Pucynok 129), B mone Agpec BBequte URL cchuiku.

4. B mosne TekcT BBeuTe TEKCT, KOTOPBIN OyaeT oTobpaxkaThcst BMecTo URL cchimky.

5.

Haxxmute kHoriky OK, 9TOOBI BCTaBUTH CCBHIIKY.

HpI/I H806XOJII/IMOCTI/I B OIHY H‘IEI;'IKY MOZ’KHO BCTAaBHUTb HECKOJIBKO CCBLIJIOK.

BeraeuTes cobinky >
MorOdwuc * |
https://myoffice.ru/ *

m OTmeHa

Pucynok 129 — OxHo BcTaBUTH CCBLIKY

2.4.3.2 PegakTHpOBaTh CCHUIKY

Yto6nl pegaktrpoBaTh URL U TEKCT CCHIIKU, BBITIOIHUTE CIIeYIOIIUe IeUCTBUS:

1.
2.

Brinenute g4eliKy, CCbUIKY B KOTOPOU TpeOyeTcsl pelakTUpOBaTh.

OTkpo¥iTe OKHO pelaKTUPOBAaHMSI CCbUIKU OHUM U3 CIIeIYIOLIUX CIIOCOOO0B:

— Bruibepute nyHKT KoMaHiHOTO MeHio BeraBka > Ccbuika (cM. Pucynok 126).

— Ha naHeJy MHCTPYMEHTOB, B paszere BcraBka Ha)XkKMUTe

Z2
kHoriky ¢~ (Ccbinka) (cM. Pucynok 127).

— Ha mnanenu wHCTpyMeHTOB, B pasfene BcraBka HaXMWUTe KHOMKY :e-.
Ha orobpa3suBiiedics TlaHeIM BCTaBKU  HAXKMHTE  KHOIIKY (_Er) (CchpLika)
(cMm. Pucynok 128).

— IlpaBoii KHONKOW MBIIIA IIeJIKHUTEe TI0 BBHIODAHHOW sYeliKe U BBIIOJIHATE
KOMaH/1y KOHTeKCTHOr0 MeHI0 PerakTHpoOBaTh CCBIIKY.

— Haxwmure coueranue kinasuii Ctrl+K / #Cmd+K.
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3. B oxne PemakTHpoBaTh ccbuiKy (cM. Pucynok 130), B nose Appec pelakTupyiire
URL ccrpiku.
4. B moie TeKcT peakTHPyHTE TEKCT, KOTOPBIA oToOpakaeTcst BMecto URL cchiiky.

5. Haxwmwute kHonky OK, yT0OBI COXpaHUTH U3MEHEHHUS.

PesakTupoeaTe CCbINKY >
MoirOdwc X .
https://myoffice.ru/ X

“ OTmeHa

Pucynok 130 — OxHo PeakTHpoBaTh CCHUIKY

2.4.3.3 IlepeiiTH 110 CCHLIKE

YToOBI IepeiiTH 10 CChIIKe, IIeJIKHUTe 110 Hel, yiepxkuBast HaxkaTol kiasuiry Ctrl / 6Cmd.

Beb6-cchiiiku OTKPBIBAIOTCS B Opay3epe, KOTOpbIH ucnosib3yercss B OC 1o yMoT4aHUIO.

[Tpu mepexone Mo CChUIKe HA 3JIEKTPOHHBIM aJ[peCc OTKPBIBAETCSI MOYTOBAsl MIPOrpPaMMa,
koTopasi ucnosnbdyercs B OC mo ymomyanuio. B gaHHON mporpaMme aBTOMaTH4YeCKd CO3/1aeTcs

HOBOe ITMCbMO, U B II0JIe KOMy KOITMPYeTCsd aapec BHBKTpOHHOﬁ IIOYTHI, y'KaSaHHI)II‘/II B CCBLJIKe.

2.4.3.4 KonmpoBaTh CCHLIKY

YToOhI CKOITMPOBATL CCBUIKY, IIEJIKHUTEe II0 HeM HpaBOﬁ KHOIKOW MBI M BBIIOJIHUTE

KOMaHy KOHTeKCTHOI'O MeHIO KOHI/IPOBaTh aJipecC CCBLIKH.
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2.4.4 3amMeTKH

3aMeTKHU — 3TO JIOIOJIHUTeNIbHAs MH(OPMallKs K 3JIeMeHTaM 3JIeKTPOHHOM TabJIUIIbl, KOTOPYIO
MOXeT Cco3[aBaTb aBTOpP JOKyMeHTa. Eciu peub uger o0 [OKyMeHTe [UIsI COBMECTHOI'O
pellaKTUPOBaHHUs, TO C IIOMOIIbIO 3aMETOK MOXKHO OOMEHHBAaThCsl 3aMeYaHUsIMU C KoJlleraMy, He
BJIMSISL HA COZIeP>KHMOe JIOKyMeHTa.

Sldeliku Cc 3aMeTKaMy OTMeYaroTCsl MapKepoM B IIpaBOM BepxHeM yriy (cMm. Pucynok 131).

Ka;x,uaﬂ 3daMeTKa IIPUBA3bIBAETCS K OJIHOU STYerKe.

Pucynok 131 — fuelika ¢ 3amMeTKON

2.4.4.1 Co3gaTh 3aMeTKy

YTo6bI CO3/1aTh 3aMeTKY, BBIIIOJIHWTE CllefyIollre 1efCTBUS:
1. BoInonHuTe KOMaHAY CO3[AaHMSI 3aMeTKU OHUM M3 CJIeiyIOIINX CIIOCOOO0B:
— DBrienure g4eliky U BblOepUTe IYHKT KOMaHIOHOro MeHI0 BcraBka > 3amerka

(cMm. Pucynok 132).

Beragka | @opmar  TaBawua  [fad

Wzobpamerne...

TekcToBoE None

] ®urypa b

il Awarpanma r

CeoaHan Tabavua...

h

DyHKLMA...

Ccoingka... Ctrl+K
JameTka

Nuct

Jata
Bpewma

QO O

Pucynok 132 — KomangHoe mento BeraBka
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Boinenute siueliky v Ha 1aHesld UHCTPYMEHTOB, B pa3ziesie BcTaBka HaXKMUTe KHOIIKY
===, Ha oTOOpa3uBIIelcs TaHeIu BCTAaBKM HAXXMHUTe KHOIKY @ 3ameTka

(cMm. Pucynok 133).

o~ B8 B4 & b=,

Wzobpaxerue.. ~
!
TekcToBDE NONE Q
N 0 5 °
Qur >
¥pRa ch
Jwnarpanasa > 6]

CeogHan Tabanua

DyHELMA...

Cobinka...

JameTra

Nuct

Jata

O OWS E8B O
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Pucynok 133 — Ilanenb BcTaBku

Beinienite sueliky mpaBOM KHOIKOW MBIIIM M BBITIOJIHUTE KOMaHIy KOHTEKCTHOI'O

MeHio /lo6aBHTH 3aMeTKYy.
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B okze 3ameTku BBeniuTe TpeOyeMblii TekcT (cM. PrucyHok 134).

' 3amerxal

= TR ¥ I S FE B B R

LY =T = = B |

Pucynok 134 — OkHo 3ameTKH

Hasxmure KJIaBUIITY Esc umu IIeJIKHUTe II0 I[pyTOﬁ sqerke, 9TOOBI 3dBEPIINUTL CO3dHHE

3aMeTKH U 3dKPLITH ee.

2.4.4.2 PepakTHpOBaTh 3aMeTKY

YTtoObI PedaKTUPOBAThb 3dMeTKY, BBIIIOJIHUTe CJIeAyIoIIne JIEeUCTBHSL:

1.
2.

[IenxHuTe 110 si9elike, YTOOBI OTKPHITH 3aMETKY.

[TepelimuTe B peXkuM pelakTUPOBaHUs 3aMeTKU OJIHMM U3 CJIeJlyIOIIUX CII0CODO0B:

— IllenkHuTe 1O sSiYelike IPaBOM KHOMKOW MBIIIN U BHIIIOJIHUTE KOMaH/ly KOHTEKCTHOTO
MeHio  PemakTupoBatrh  3aMerky. Kypcop  ycraHoBuTCcS B Hayaio
MepBoro ab3ara 3aMeTKH.

— VYcraHoBuTe Kypcop B TpebyeMoM MecTe 3aMeTKH BPY4YHYIO.

BHecuTe He0O6X0JuMble U3MEeHeHUs B TEKCT 3aMeTKH.

Haxmute wiaBumnty Esc Wiy 1menkHUTe 10 Jpyrod sidelike, 4TOOBI 3aBepUIUTb

pPedakThupOBaHHe 3dMeTKH U 3dKPLIThH ee.

B pexume coBmectHOM paboThl (cM. paszzgen 2.12) aBTOp JOKyMeHTa MOXeT

pelaKTUPOBaTh 3aMeTKH JIPYTUX PeIakTOPOB.
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2.4.4.3 Y nanuThb 3aMeTKy

YroObl ynanuTh 3aMeTKy, ILIeJIKHUTe 110 TpeOyeMOU sueliKe IIPaBOM KHOIIKOM MBIIIU U

BLITIOJIHUTE KOMdHAYy KOHTE@KCTHOI'O MeHIO YIIaJII/ITI) 3aMeTKY.

B pexume coBmectHOM paboTbl (cM. pazgen 2.12) aBTOp [OKyMeHTa MOXeT

PedaKTUPOBATb 3dMeTKHU JAPYTI'UX peJdKTOPOB.

2.4.5 IlpoBepka npaBonucaHus

[Tpunoxenue «MouOduc Tabnuia» MokeT aBTOMaTUUeCKH MTPOBEPSTh TEKCThl HA PyCCKOM

Y QHTJIMMCKOM sI3bIKe Ha Hanuure opdorpadpuieckux ¥ rpaMMaTUdecKrx OMIMOOK.

2.4.5.1 IIpoBepka opdorpadpun

YTOoOB! OTKIIIOYUTH WIM BKJIIOYUTH IIPOBepKy opdorpaduy, BeIOepuTe IMyHKT KOMaHIHOIO
MeHi0 MucTpymenTs! > IIpaBomicanue > IIpoBepka opdorpaduu (cm. Pucynok 135).
BkitoueHue ¥ OTKIIIOUYEHME peXHWMa IPOBepKU opdorpapuul IpUMeHseTCs TOJIbKO K

TeKyleMy NOKYMEeHTY U He BJIMAET Hd APYIrrMe OTKPLIThIe JOKYMEHTHI.

WMHetpymenter Bug OBwnil poctyn Hapctpoikw  Cnpaeka

Mpaeonucanne b v [lpoeepka opdorpagumn
HacTpaveaemeli choBape Mpoeepka rpaMMaTHEd
v - ¥ &

|13MEHWTE ASBIK...
BhipaBHUBAHKE

Makpokomanasl r

Pucynok 135 — Komangnoe mento MHCTpyMeHTBI

[IpuHune! npoBepku opporpapuu:

— CrnoBappb npoBepku opdorpaduu BbIOHMpaeTcss aBTOMATUYeCKH II0 SI3bIKY II€pPBOrO
CHUMBOJIA B S4eliKe.

— KpacHoii BoTHUCTOM JIMHKEN TOAYepKUBAIOTCS:
— CJIOBA, OTCYTCTBYIOIIME B BBIODAHHOM CJIOBape;
— CJIOBa, cojiepskaiie opdorpaduyeckre OMMOKH.

— HpI/I BHECEHUH H3MEHEeHHUM B TeKCT JOKYMEeHTa 3dIlyCKAeTCda IIOBTOpHAasA IIPpOBEpPKd

opdorpadpumu.



473
502220.29144487-2016-01 34

2.4.5.1.1 Hatitu opdorpadudeckue omudKu

Jlis 6picTpOro mowucka clIoB € opdorpadpuuecKkMy OIIMOKaMHU WCIIO/Ib3yWTe COYeTaHHe
wiaBum Alt+F7 / ~Option+F7. [Ipu nepeom Haxkatuu Alt+F7 / ~Option+F7 Ha Texymiem ucre
BbI/IeJISIeTCS siueliKa, KOTOpasi COJIeP>KUT IlepBoe HalJleHHOe CJIOBO C opdorpaduiecKkoi OUIMOKOM.
ITpy xkax10M NocyeyoleM HakaThu BhIIeNIseTcs sidelika, KOTopast COIepXUT CllefyIoliee CI0BO C
opdorpaduyeckoit OrbKOM.

[Touck ommbOK BBHINOIHSETCS 10 BCeM JIMCTaM JOKYMeHTa, OT TeKYIero /0 IOCIeIHero

mmcTa. Ilo okoHYaHun JOKYMeEeHTa IIOKUCK CJIOB C omubKamMu OCYyIIEeCTBJISIETCA C IIepBOTIo JIMCTA.

2.4.5.1.2 VicnpaButsh opdorpaduyeckue ommudOKu

Ecim B ciioBe HalieHa ombKa, UCpaBbTe ee. [[Jis 3TOro BBIIOIHUTE ClIeIyIolre 1eUCTBUS:

1. ITomecTuTe Kypcop MBI Ha CJIOBO WJIM BBIJIEJIUTE CJIOBO, KOTOpPOE IOAYepKHYTO
KpaCHOM BOJIHUCTOU JiuHUen (cMm. PucyHok 136).

2. IllenkHUTe 10 JAHHOMY CJIOBY MPABOM KHOMKOM MBIIIN HEMIOCPE/ICTBEHHO B siueiike Uih
B CTpOKe GOpMYyIL.

3. B KOHTeKCTHOM MeHIO BbIOepUTe ITPaBWIbHBIM BapyMaHT HAllMCaHWs JaHHOT'O CJIOBA.

Ecmu JJId  BBIAEJIEHHOI'0 CJIOBA OTCYTCTBYIOT BapPHAHTHI IIPABWIBHOI'O HAIIMCAHUA, B

KOHTEKCTHOM MeHI0 0ToOpakaeTcst Haquuch HeT mpennoxeHuii.

A1 v fx awmbka
A B C
1 awMbka
- I}g cwnbka
2
3 ownbra
4 wnbka
5 a Wbka
i

JoBaeuTe B CRoBApE

=]

8 MponycTute

Pucynok 136 — McnpaBiienue opdorpadpruyeckoit ommbKu
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2.4.5.1.3 Ypanuts noguepKuBaHue CJI0B

Y10o6B1 M30€XKaTh MOJYEPKUBAHUSI CJIOB, PACIIO3HAHHBIX IPUWIOXKeHHeM Kak opdorpadpuiecku
HeBepHbIe, BHeECHTe JlaHHbIE cJi0Ba B HACTparBaeMbIii CJIOBaphb
(cMm. paznen 2.4.5.2) wiv fo6aBbTe B CIIMCOK UTHOPUPYEMBIX CJIOB.

YTo6bI 106aBUTH CJIOBO B CIIUCOK UTHOPHPYEMbIX, BBIIIOJIHUTE ClelyIoIiue JerCTBUS:

1. ITomecTuTe Kypcop MBI Ha CJIOBO WJIM BBIJIEJIUTE CJIOBO, KOTOpPOe IOAYepKHYTO

KpPaCHOU BOJIHUCTOM JIMHUEHN.
2. IllenkHUTe 10 JAHHOMY CJIOBY IPAaBOM KHOIIKOM MBIIIN HEIIOCPEeICTBEHHO B siueiike i1
B CTpoke GOopMyIL.

3. BrbimosinuTe KOMaHly KOHTeKCTHOrO MeHio IIpomyctuTsh (cM. PrucyHnok 136).

[Ipy BBIOJIHEHWU JAHHOM KOMaHbl MMOAYepKUBAHUE CJIOBA KPACHOW JIMHUEHN IpOIajiaer.
Ecnu ciioBo BcTpeuyaeTcss B JOKYMeHTe HECKOJIbKO pa3, TO M3MeHeHMs IPUMEHSIIOTCS I BCex
MTOBTOPEHUH C y4eToM pervucrpa. Takue u3MeHeHUsI COXPAHSIOTCS B paMKax OJTHOM CeCCUM paboThl C
JIOKyMeHTOM. [Ipy MOBTOPHOM OTKPBITHM JOKYMeHTa CHOBA 3allyCKaeTcsl TpoBepka opdorpadpum.

B citydae omnbo4HOro nprMeHeHUs KOMaH/Ibl BEDHUTECH K IPeIbIIyIeMy COCTOSIHUIO IIPU
oMoty komas/ibl IIpoBepuTh npaBonucanue. /[Jis 3TOTO BHIIOJIHUATE CJIeAyIOIIye JIeHCTBUS:

1. ITomecTuTe KypcOp MBIIIX HA CJIOBO WJIU BbIJIEJIUTE CJIOBO.

2. UlenkHUTe IO TAHHOMY CJIOBY IMPABOM KHOMKOW MBIIIM HEITOCPeJICTBEHHO B siuelike UIn

B CTpoke GOopMyIL.

3. BrimomHaute KOMdHY KOHTEKCTHOI'O MEHIO HpOBEpHTL IIpaBOIICAHHE.
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2.4.5.2 HacTrpauBaeMmsblii CJI0Baphb

Y10o6B1 M30€XKaTh MOAYepPKUBAHUS OT/IeJIbHBIX CJIOB B TeKCTe (HanpuMep, UMeH COOCTBEHHBIX,
abbpeBuaTyp, CliellaabHbIX TEPMUHOB U T.JI.), MOXKHO BHECTU UX B HaCTpanBaeMbIii CJIOBaph.
[Tepen HauasioM paboTHI CO CiioBapeM ybequTech, YTO B IPUJIOXKEHUHU BKJIIOYEHA ITPOBepKa

opdorpaduu (cM. paznmen 2.4.5.1).

2.4.5.2.1 JIo6aBUTH CJI0BO B CJIOBaph

B cnoBaps M0XHO 100aB/STH TOJIBKO OTAeNbHbIe ciioBa. JlobaBieHne CJIOBOCOUYeTaHUN He
JIOITyCKAeTCs.

[Tpu nobaBieHuu ciioBa B CJIOBapb y4YWTHIBaeTCs perucrp. Eciam cjioBo muimiercss Kak co
CTPOYHOM, TaK U C 3aryIaBHOM OyKBbI, peKOMeH TyeTcsl J00aBUTh B CJIOBApb 00a BapyMaHTa HAaMMCAHUS
JTAHHOT'O CJI0BaA.

Yro6bl [00aBUTH CJIOBO B HACTpaWBaeMbIM CJIOBapb IPSIMO W3 TeKCTa, BBIIIOJIHUTE
CJIelyIolve IeNCTBUS:

1. IlomecTuTe KypcOp MBIIIM WK BBIIEJITE CJIOBO, KOTOpOe HeoO0XOJMMO [100aBUTH B

CJI0Bapb.

2. llenkHWUTe N0 CJIOBY NPAaBOM KHONIKOM MBIIIN HENOCPeICTBEeHHO B siUeliKe UJIM B CTPOKe

dopmyiL

3. BrbimosiHATe KOMaHly KOHTEKCTHOTO MeHio Jlo0aBUTH B ciioBapsb (cM. PucyHok 136).

Yro6bl m006aBUTH HOBOE CJIOBO HeNOCPeJICTBEHHO 4Yepe3 CaM CJIOBApb, BBIIOJIHUTE
CJIeZIyIolve IeNCTBUS:
1. Boibepute myHKT kKoMaHAgHOTO MeHI0 MHcTpymeHnThl > HacrpamBaemslil ci10Bapb

(cm. Pucynok 137).

WMHctpymenter - Bug  OBwmi ac

Mpascnucadue r

HacTpaweaembiil cnoBaps
MznmennTe a3bik..

MakpokomaHam r

Pucynok 137 — Komangnoe meHio MTHCTpyMeHTHI
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2. B oxne HacrpauBaemslii ciaoBapb (cM. PucyHok 138) BBemure ci0BO, KOTOpoOe

HeoOXx0ouMOo 0OaBUTh B CIIOBaphb.

B " Hacrpaweaemblid cnosape >

‘ MoiiOdnd X

(Mycro)

MogknynTs loToBO

Pucynok 138 — Oxno HacrpauBaemslii cJI0Bapb

3. Haxmwure kHONKY iy kiasuinry Enter Ha kiaBuarype.

4. Haxmure KHOIIKY FOTOBO, YTOOBI 3dBEPIIUTDL PedKTUPOBaHHE CJIOBAPA U 3dKPbLITh OKHO.

2.4.5.2.2 Tloax1I09UTH CTOPOHHHUE CJIOBapH

YT0oO6B! pacHIMpHUTh 3arac CJIOB, JOCTYIIHBIM B TaOIIMYHOM pellakTope, MO>KHO TOAKIIIOYUTD
cropoHHHe cioBapy B ¢popmare DIC. [lns sToro:
1. B nuanoroBom oxHe HacrpauBaemsblii cioBapb HaxmuTe KHONKY IloaknouuTh
(cMm. Pucynok 138).
2. B oxHe ¢aiinoBoro MeHekepa BeioeprTe (aiis ¢ pacmrpenueM *.dic 1 HAXKMHTe KHOIIKY

OTKpHITS.

ITo 3aBepiiennu cosiepxumoe ¢aiisia 0TOOpa3UTCs B HACTpaUBaeMOM CJIOBape.
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2.4.5.2.3 Yanurs cJ10BO U3 CJIOBaps

Panee no6aBiieHHOe CJI0BO MOXKHO YAQ/IUTh U3 HACTPAauBaeMoro CJ0Bapsl.
YTob6bl yHanuTh CJIOBO C IIOMOIIBbI0 HMHCTPYMeHTOB OKHa HacTpauBaeMblil CJI0Baphb,
BBITIOJIHUTE CJIeIyIOlye IeHCTBUS:
1. Boibepute myHKT kKoMaHAgHOTO MeHI0O MHcTpymeHThl > HacTpamBaemslil ClI0Baphb
(cMm. Pucynok 137).
2. B oxne HacrpamuBaemsiii cioBapb (cM. Pucynok 139) HaBenuTe Kypcop MBIIIM Ha

CJIOBO, KOTOpOe HE‘O6XOI[I/IMO YAAJIIUTDh U3 CJI0BAP4, U HA’)KMUTE KHOIIKY YnaJme.

B | HacTtpaweaemelid cnosape ot

MoirOdc YaanuTh

N

MogknoYnTh loToBO

Pucynok 139 — Oxno HacrpauBaemsblii CJI0Bapb

3. HaxmuTte kHOnKy I'0TOBO, 4TOOBI 3aBEPLINTEL peJaKTUPOBaHKE CJI0BAPS U 3aKPHITh OKHO.

Y1o6Bl ynmamuTh c0BO 0e3 Iepexojla B OKHO HACTPauBaeMOIO CJIOBaps, BBIIOJIHUTE
CJIeyouye qeiCTBUL:
1. TTomecTuTe KypCOp MBIIITH Ha CJIOBO WIH BBIJIEJIUTE CJIOBO, KOTOPOe HeoOX0/IMMO YIaIUuTh
W3 CJIOBap4.
2. UlenkHWUTe N0 CJIOBY NPAaBOM KHONKOM MBIIIN HEIIOCPe/ICTBEeHHO B siueliKe UM B CTPOKe
dbopmy.

3. BrimosiHuTe KOMaH/y KOHTEKCTHOTO MEHIO Y JaJIUTh U3 CJI0BapS.
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2.4.5.3 IIpoBepka rpaMMaTHKH

YTOOBI OTKJIIOUWTH WJIM BKJIIOUWTH MPOBEPKY I'PaMMaTHKU, BblOEpUTe IMyHKT KOMAaHIHOIO
meHi0 MucTpyments! > [IpaBommcanue > IIpoBepka rpammaTtuku (cM. Pucynok 140).
BriitoueHne W OTK/IIOYeHHE peXyMa IMPOBepPKM T'paMMaTUKU TPUMEHSeTCS TOIbKO K

TeKyIlleMy JOKYMEeHTY 1 He BIIUsieT Ha JIpyTye OTKPBITbie JOKyMeHTHI.

WHetpymentsr Bug  OBwwid goctyn  Hagetpolkw  Cnpaeka

Mpaeonucanue » Mpoeepra opdorpadum
HacTpaveaemei chosaps *  [lpoBepka rpamMMaTikn
v = ¥ &

3MEHWTE A3BIK...
BhipaBHUBaHKE

Makpokomadgsl r

Pucynok 140 — Komangnoe mexio MHCTpyMeHTBI

[IpyuHIUIIBI IPOBEPKU IPAaMMAaTUKH:

— $I3bIk IpOBEPKU rPaMMATHKU BbIOMpaeTCsl aBTOMaTHUYeCKH 110 IIepBoi OyKBe B siuelike.

— IIpoBepka rpamMMaTHKM 3aIlyCKaeTcsl IIOCile HaXkaTus 1pobena wiv kinasuimy Enter npu
YCJIOBUHM, UTO IPeJJIo’KeHNe 3aBepIlleHo.

— IlpenmnoxeHnue c rpaMMaTUYeCKOM OMIMOKON MTOT4epKUBaeTCsl CHHeN BOJIHUCTOW JIMHUeH
KaK B s4eliKe, Tak U B 110JIe BBOJA GOPMYIIHL.

— CDOPMYJ'IBI M 3HAYEHUS He ITPOBEPAIOTCH.
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2.4.6 TTouck 1 3aMeHa JAaHHBIX

2.4.6.1 Ilouck mo MOKyMeHTy

YroObl HAWTH AAHHBIE B TeKylleM JOKyMeHTe, BBIIIOJIHUTE ClleiyIoliye AefCTBUS:
1. OrtkpoiiTe aHesb IOMCKA OJJHUM U3 CJIeyIOIIHX CII0COD0B:

— Bribepute myHkT komangHoro MeHio IIpaBka > ITouck (cm. Pucynok 141).

Mpaexa Bcraeka @opmar Tabavua  faddwe Mg

= OTMEHWTE Ctrl+Z

" TNoetopute Ctrl=¥

o  Boipesats Ctrl+X

Konupoeate Ctrl+C

[y Beraeute Ctrl+V
BeTaBuTe 3HAYEHMA W dopmaT Crl=Alt+V
BcTaBWTE TOMBKD 3HAYEHMA
BectaewTe w3 Bydepa obumena r

A KonvposaTh dopMaTWpoBaHWe Ctrl=5Shift+C
MprMeHWTE GopMaTURoEaHWE Ctrl+5hift+V
BwaenvTte Bce Ctrl+4

1 Mowck Ctrl+F

Pucynok 141 — Komangnoe mento IlpaBka

— Ha 60k0BO1 1TaHeIn HAKMUTE KHOIIKY Q (cm. Pucynok 142).
— Haxwmure coueranue kiapuil Ctrl+F / 8Cmd+F.
2. 1lpu HEOOXOMMOCTH yKa)XkuTe IapaMeTphl IIOKCKa:

— Texymmii uct/Bce IMCTBI — BHIIOJIIHUTH IIOMCK HA JIUCTE, OTKPBHITOM B HACTOSIIITUI
MOMEHT, WX BBIIIOJIHUTh IIOMCK Ha BCeX JIMCTaxX JIOKyMeHTa.

— C yueToM perucrpa — BbIIIOJHUTh IIOUCK C y4eTOM 3aIrjIaBHbIX U CTPOYHBIX OYKB B
VICKOMOM TeKCTe.

— Toubko cii0Ba meJIMKOM — HAaWTH TOJIBKO IleJible CJIOBA/3HAa4YeHHs, a He JlJaHHbIe,
KOTOpBIe SIBJISIFOTCS YacThIO JIPYTUX CJI0B/3HA4YeHUN.

3. BBemure UCKOMBIe JJaHHbIE B CTPOKY ITOUCKA.
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|2 Hosan tabanua 1 - MoiiOdmc — O e

@aiin  Mpaeka Beraska Qopmar TaBawua  [Jandoie  WHctpyments Bug  OBwwit goctyn | Hagctpoikw  Cnpaeka
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1 Haliti fx
2
3 3aMeHWTE Ha @
4
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6 3amMeHnTE 3aMeHWTL Bce
7
8 MapameTpbl nowcka
9
10 TekyLwnid ancr hd
1
12
13 3HauyeHWA v
14
15 C yuetom pervcrpa
16 o TOALKO CAOBA LIEAMKOM
17
& &4 3aMeHATb C YYETOM perncTpa
=3 -
CYMM 0 CP3HAY 0 MWH 0 MAKC 0 CHET3 0 [F] — ® + 00% v

Pucynok 142 — Ilanens noucka

PGSYJII)THTI)I IIOMCKa IIOJICBETATCA B IOKYMEHTe. HCHOJII:Byf/'ITe KHOIIKM € » IIOJ] CTPOKAMH

IIOMCKa U 3dMEeHHI, YTOOBI repemMeniaTbCA 1o sS'YerKaM C HalJIeHHbIMU pe3yjibTaTaMHu.

2.4.6.2 3aMeHa 0 IOKYMEHTY

YToOB! HAWUTU M 3aMEHUTH JTJaHHbIe B TeKyIl[eM JOKyMeHTe, BBIIIOJIHUTe CJle[Tytollie JeCTBUS:
1. OrtkpoiiTe aHesb OKMCKA OJJHUM U3 CJIeJIyIOIIMX CII0CODO0B:
— Bribepute nynkT komanaHoro mexio IlpaBka > ITouck (cm. Pucynok 141).
— Ha 6oxoBo# naHen HAXKMUTe KHOTIKY Q (cM. Pucynok 142).
— Haxwmure coderanue knaBuin Ctrl+F / Cmd+F.
2. 1lpu HEOOXOIMMOCTH yKa)XkuTe IapaMeTphl IIOKCKa:
— Texymmii mct/Bce IHUCTHI — BBIIIOJIHUTD [TIOMCK Ha JIUCTE, OTKPHITOM B HACTOSIIIUI
MOMEHT, WX BBIIIOJIHUTh IIOMCK Ha BCeX JIMCTaxX JIOKyMeHTa.
— C y4eToM perucrpa — BBIIIOJHUTDH IIOMCK C YUYeTOM 3arjIlaBHbIX U CTPOYHBIX OYKB B
HICKOMOM TeKCTe.
— Toubko ci0Ba meJMKOM — HaWTH TOJIBKO Ilejible CJIOBA/3HA4YeHMs], a He JIaHHbIe,

KOTOpBIe SIBJISIOTCS YaCThIO IPYTUX CJIOB/3HAUYeHHUH.
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3. B mosne HaiiTu BBeiuTe JaHHBIE JJId ITIOUCKA.

4. B cTpoky 3aMeHHTh Ha BBeJUTe JIaHHBIE JJIsl 3aMeHbI UM OCTaBbTe TI0JIe MYCThIM, eCJId
TpebyeTcs yOalIuTh HailIeHHbIe JJaHHBIe.

5. Ecmu 3ameHny TpeOyeTcs BHITIOHATH C Y4eTOM 3arjlaBHBIX U CTPOYHBIX OYKB B HAWJEHHOM

TeKCTe, IIOCTaBbTe (l)JIa)KOK 3aMeHATh C Y49€TOM perucrpa.

PeFI/ICTp YYUTEIBAETCA TOJILKO IJI IIepBOTr0 CMMBOJIA B HaMJIEHHOM CJIOBe.

ITpumep: B TeKkCTe [OKyMeHTa HeOOXOJMMO 3aMeHUTb CJIOBO 002060p Ha CJIOBO
koHmpakm. Ilpu sTomM cioBo 0o2060p MoxeT OBITH HAaNMCAHO KaK CO CTPOYHOH,
TaK U C 3arjlaBHOM OykBbI (Hampumep, B Hauaie npepjiokeHus). [TocraBbre ¢uaxcok
3aMeHATH C Y4eTOM perucrpa, 4robsl cjioBo 002060p cO CTPOYHOM OYKBBI 3aMEeHMIIOChH
Ha CJIOBO KOHMPAKM €O CTpO4YHOM OykBBL, a cjioBo J[o2060p C 3aryiaBHOW OyKBBI
3aMeHWIOCh Ha CJ10BO KOHmMpakm ¢ 3arjaaBHOM OyKBBL
6. 3ameHHUTe JaHHBbIe OJIHMM U3 CJIelyIOIIUX CII0CODOB:
— Haxmure xkHONKy 3aMeHUTB, 4TOOBl 3aMeHUTH IAHHbIe B TeKYIeM Bbl/leJIeHHOM
¢dparmenTe.
— Haxwure kHONIKY 3aMeHHUTH Bce, YTOObI OJTHOBPEMEHHO 3aMeHHUTh JJaHHble BO BCeX

HaWJIeHHBIX (pparMeHTax.

3aMeHa 4aCTH HAWJIEHHOTO 3HA4YeHWsl WIM YaCTH HAWIeHHOrO pe3yJsibTaTa BBIUYMCIIEHHUS 110
dbopmyiie He POM3BOJIUTCS. 3HAUYEeHHe WM pe3ysibTaT BbIYUCIIEHUs 10 GOpMYyJie MOXKHO 3aMEHHUTD

TOJIBKO ITeJIMKOM.
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2.4.7 CcputkH Ha 00pa3oBaTeJIbHEIE PeCypPChl

[Tpunoxenne «MonOduc Tabmuiia» B cocraBe nakera «MoiOduc ObpazoBaHMe» COAEPXKUT
MIAHEJTb CCHUTOK JJIS1 OBICTPOTO TIepexo/ia Ha pa3iIMdHble 06pa3oBaTesibHbIe pecypchl (cM. PucyHok 143).
Crrcok ccbIok Ha naHeni O0pa3oBaHMe SBIISIeTCS peIaKTUPyeMbIM UM HaCTpauBaeTCsl CUCTEMHbBIM
aIMUHUCTPATOPOM.

YTo6bI OTKPHITH TaHe b OB6pa3oBaHHe, Ha GOKOBOM NaHeIM HAKMHUTEe Ha KHOIIKY 7. YTO6bI
MepedTH 10 KaKOH-IMOO CChUIKe M3 CIMCKA, LIeJIKHUTe MO Hed Mblibio. CchlIka OTKpPOeTCsl B

Opaysepe, KOTOpKIH Hcnosb3yeTcss B OC 10 yMOTYaHHIO.

|2 Hoean taBauua 1 - MoiiOdue OBpasosanue - O X
Qaiin  [paeka Beraska Qopmar  TaBmwua  Jadnewe  WHetpyments Bua  OBwwid goctyn  Hapetpolikw  Cnpaeka
v X XOThames |v| | 12 v AT A = v v | Obuwwi v 22 g
= X K YU o A~ v A v p 9 0 o
Dann Mpaeka WpndT BhipaBHWMBaHWe Yucno Aueikn MaHHbie BecraBka -~
A1 v fx

Al (=3

A B C D E F G
A -

1 E EauHan konnekuua Lndpossx Q
2 1 OBpa3zoBaTentHeX Pecypcos
3 fx
4 [7] ©c3XpoHonaiihep
5 &
6
7 E CucTema TecTMpoBaHuA Let's test
8
9 [7]  Translate.RU
10
1
12 [7]  Asbyka MoiiOpuc
13
14 [7]  rnoBankHas naGopatopus

v
e
< >

E
CYMM 0 CP3HAY 0 MITH 0 MAKC 0 CHYET3 0 [£] - L3 + 00% v

Pucynok 143 — [Tanens Oopa3oBanue
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2.5 ®opmyisl U QyHKIHH

Popmyita — 3To Jit0b60e BhIpaKeHUe B siueiike, KOTOPOe HAYMHAEeTCsl CO 3HaKa «=». POopMyJIbl
MOTYT CcofiepkaThb PyHKINUU, 3HAUeHHUs], afjpeca siueeK, UMeHa, OllepaTopbl IeUCTBUMN U JIp.

dyHKITMS — TpeaycTaHoBIeHHas dopmyia « MonOduc Tabmuiay, 171 BEIYUCIIEHNS] KOTOPOH
HeoOXOJUMO  HWCIOJIb30BaTh  apryMmeHThl.  [losmHbIi  crivcok  YHKIMM — T[pUBeieH B

paspeiie «IIpunoxenue 1. [lepeyenb GpyHKINI U UX ONKCAHKEY.

2.5.1 OcHoBHBIe IPUHIMIIBI BBOAA GpopMyJ1 1 pyHKITHI

OcHoBHBIe IPYHIUIIBI BBOAA GOPMYJIT U PYHKIIUIA:

— ¢opMyiia Bceryia HAYMHAeTCsl CO 3HaKa PaBEHCTBA «=»;

— TIIOCJle 3Haka paBeHCTBA MOIYT ClleloBaTb (QYHKLIWM, KOHCTAaHTHI, ajapeca sdeek,
ollepaTOpkl EUCTBUN U APYTHE 3JIEMEHTH;

— BCe OTKPBIBAIOIIMe U 3aKpbIBaIOIe CKOOKU JJOJDKHBI OBITh COIIACOBAHBI;

— o0bs3aTesibHbIe apryMeHThl UCII0JIb3yeMblX PYHKIMH JOJKHBI ObITh YKa3aHbI;

— KOHCTAHTBI He JOJIXXKHbI COAep>KaTb CUMBOJI «s».

s dynkiui 4geiika 1 UHdopM BBoIUTE TEKCTOBBIE ITapaMeTphbl Ha aHIVIMMCKOM SI3bIKe,
3aKjIo4Yass KX B JIBOVWHBIe KaBbIUKM W WCIOJNB3ysd pasfeinurens «;». Hampumep:

=TYEHUKA("contents";A2), =HH®OPM("'system").

2.5.2 Ilopsaiok BBINOJIHEHUA onepanuii B popmyie

Ecnu B popmyrie KcIionb30BaHO HECKOJIBKO Pa3HbIX OIIepPaTOpPOB, MOPSJIOK IeWCTBUN Oyzer
OIIpeJesIAThCS 110 CIIeyIOIIUM IIPaBUIaM:
— IlepBBIMU BBIMIOJTHSIIOTCS OIlepaliiy B KPYIVIBIX CKOOKaX:
— BHYTPHU CKODOOK Ollepalry BBITIOJIHAIOTCA B COOTBETCTBHUH C IIPUOPUTETOM OIlepaTopa
(cm. Tabinuma 4);
— eCJIM BHYTPU CKOOOK eCTb BIJIO)KeHHbIe CKOOKH, OIllepalliy B HUX BBINOJIHSIOTCS B
IIepBYyI0 04epe[b.
— Hesnauumble  CKOOKM ~ aBTOMAaTHYeCKW  YJAJSIOTCS. Hamnpumep, dpopmyna
=CYMM(1+(2*5)+1) Oymer aBTOMaTu4yecku mnpeobpa3oBaHa B  (opmymy
=CYMM(1+2#5+1).
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— OnepauHH 3a IipenejiaMu CKOOOK BBIMNOJIHSIFOTCS B COOTBETCTBUM C IIpUOpUTETOM

oreparopa.

— Onepam/n/l C OJVWHAKOBLIM IMPHUOPUTETOM BBLIIIOJIHAIOTCA CjieBa HAIIPpdBO. Hckmrouennem

SBJIAIOTCA OIlepalliv BO3BeJeHHs B CTelleHb (A), KOTODPLIE BLIIIOJIHAKOTCYA CIIpaBa HaJleBO.

[Tpumep: = 27472 = 216 = 404 536.

[TpropuTeThl O1IEpPaTOPOB MY BBIOIHEHUU AeicTBU B GopMyiie IpeJicTaBiieHbl B Tabiuile

Tabnuna 4 — Ilpuopurers! onepaTopoB

IIpuopurer Omneparop dDyHKIHSA omepaTopa
1 Omnepatop 00beIUHEeHUs!
2 [IpoGen
3 % BoiurcrieHve 1011 B IIpOIieHTax
4 + YHapHbIH ILTIOC
- YHapHBINA MUHYC
YHapHbIi Tpoben
) A BosBenenue B cTeneHb
6 * VYMHOXeHHe
/ Henenne
7 + Cnoxenue
- Breruuranue
8 & ObbenuHeHe IBYX TEKCTOBBIX CTPOK B OJTHY
9 OmnepaTopbl CpaBHEHUS:
= PaBno
> Bonbie
< Membliie
>= Bonbie wmy paBHO
<= Memnblile UK paBHO
<> He paBno
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2.5.3 ABTOMaTH4YecKoe BhIYHC/IeHHe PyHKIHH

Ecim nonb3oBarens BeiesieT B Tabiivile AUAa30H siueek, TO MPUIoXKeHe aBTOMaTU4eCKU
MOICUUTHIBAET IS WX COAEP)KHMMOIO 3HAueHHs TISTA CaMbIX MCIOJb3yeMbIX (QYHKITUH.
BbrarcieHHble 3HaYeHUs] 0TOOPaXKAIOTCsl B CTPOKe cocTosiHUs (cM. PrucyHok 144):

— CYMM - cymMa Bcex 9ucen BBIJIeJIEHHOTO Iara3oHa.

— CP3HAY - cpenHee 3HaueHHe BCeX YHCeJT BbIIEJIEHHOIO JTMAIa30Ha.

— MMH - HauMeHblllee 3HaU4eHHe CPe/Ii BCeX YMCel BbIIeJIEHHOT'O Mana30Ha.

— MAKC - Hauborbliiee 3HaueHHe CPeJIi BCeX YUCe BbIJIeJIeHHOTO IMara3oHa.

—  CYET3 - KOJIMYeCTBO 3HAUeHUH B BHUIEIIEHHOM [HAIa30He. Y YUTHIBAIOTCS YUCIIOBBIE 1

TeKCTOBbIe 3HA4YeHH .

Ecin  Tpebyercss  HAcTpOMTh  CHOMCOK — OTOOpakaeMblx — GYHKIMH,  BBIIOJTHUTE
CIIelyIolve IeNCTBUS:

1. B crpoke cOCTOSIHUSI HA)KMUTE KHOIIKY [£].

2. B oTkpsIBIIEMCS CIIMCKe OTMeTbTe (piaKkaMH (PYHKIMU, KOTOPbIe ciielyeT 0TobpaXkaThb

B CTPOKe COCTOSHHA.

11

12 CYMM
13
CP3HAY

15 MIAH

1 MAKC

CYMM 0 CP3HAY 0 MUH O MAKC 0 CHET3 0 - s +  100% v
I,
by

Pucynok 144 — Hacrpoiika oToOpakeHus1 3HaUeHUN
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2.5.4 BBox ¢pyHknmii

Crncok ¢yHKIMH, KOTOpble NOAjepXUBaroTcs B mnpwiokeHnd «MonOduc Tabmunay,

nipuBefieH B pasneiie «IIpwioxenue 1. [lepeueHb QyHKIIMN U KX OITMUCAHUEY.

st BBOIa PYHKIMM B sSYEMKYy MOXKHO HCIOJIb30BaTh HWHCTPYMEHThI HeNOCpeJCTBeHHO

JIAaHHOU STYeMKH, CTPOKK GOPMYJT WM MlaHeIn (PYHKIIHM.

Yrob6bl BBeCcTW (QYHKIHMIO C IIOMOIIBI0O WHCTPYMEHTOB SYelKU WM CTPOKU (opMyil,

BBITIIOJIHWUTE Clleyromye JIerCTBUS:

1.
2.
3.

BrinenuTe siueiiky, B KOTOPYI0 HeOOXOAMMO BBeCTH QYHKIIHUIO.

B s9elike iy cTpoke GpOpMyJI BBeIUTE «=».

Haunute BBOIWTHL HaszBaHMe (QYHKIMM, 4YTOOBI BBI3BAaTh CIIMCOK C IIO/CKAa3KaMH
(cm. Pucynok 145).

BribeprTe U3 Npe/sioXkeHHOI'0 CKUCKa Heo0X0IMMYI0 PYHKITUIO C TIOMOIIbIO MBIIIN WIN
KJIaBUII KJIABUATYPBI:

— Broienute Tpebyemyio pyHKIMIO B CIIMCKe LETYKOM MBIIIH.

— Broienute Tpebyemyo pyHKIMIO B CIIMCKe C IOMOIIbIO KJIaBUII KJIaBUATyphl | U T U

HakMuTe kiaBuily Enter.

A1 v fx =cymm
A B C () E

1 =C}-’[‘-‘|[‘-‘|I |

2

3 & CYMM

: £ CYMMECM

6  # CYMMECIMMH

7

s F CYMMKB

9 # CYMMEKBPA3H

10

11 A CYMMMPOW3B

E % CYMMPA3HKB

14 A CYMMCYMMKB

15

16

Pucynok 145 — Criricok GyHKITHIH
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5. Ilpu HeobxomuMocTU TPOYTHTE omucaHhe GyHKIMU. [ljis 3TOro BO BCIUIBIBAIOIIEH
II0JICKa3Ke HAXKMUTe KHOIIKY - CIIpaBa OT Ha3BaHUs yHKIKU (cM. PucyHok 146).
BcembiBaroryto  MOACKa3Ky C  ONMMCaHWeM  (PYHKIMA  MOXKHO  IlepeMelnaTh,

yZep>KUBasi JIeBYIO KHOIIKY MBIIIIH.

A1 v fx =cymm( o
A B c D E F G .

1 =cymm(| |

i CYMM(zHauennel; [3HaueHnel; ..])

4

Pucynok 146 — Onucanue GpyHKIMU

6. Bseaute aprymeHTH! QYHKIUH.
7. Yrobbl 3aBepIIUTh BBOA, PYHKIIMH, HAKMUTE KHOIIKY @: CcTpoke pOpMyJI WIX KIIaBUIILY

Enter Ha KJIaBHUaType. YToOBI OTMEHHUTH BBO/J, CIDYHKI_II/II/I, Ha’>XMUTE KHOIIKY 9 B CTpPOKe

dopmyiL.

YToObI BBECTH GYHKIIUIO C TTIOMOIIBIO TaHeU (YHKITUN, BBITIOJIHUATE CJIe/IyIolye JIeMCTBUS:
1. Brimenure siueiiky, B KOTOPYIO HEOOXOAUMO BBeCTH QYHKIMIO.
2. Pa3BepHuTe naHesb PYHKIMN OJTHUM U3 CJIEIIOLIMX CIIOCOOO0B:

— Broibepute nyHkT koMaHaHOrO MeHio BeraBka > @ynknus (cM. Pucynok 147).

Beragka @opmar  TaBawua  fan

WMzoBpameHue..,

TekcToBoE None

¢ Ourypa ’

il Awarpanma L
fH Ceocanas TaBanua...

Fu DyHKUMA..,

Pucynok 147 — Komangnoe menro BeraBka
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— B crpoke popmysn HaXKMUTE KHOTIKY fx (cm. Pucynok 148).

A1 v | fx

Pucynok 148 — Knormika fx

— Ha mnanenmn wWHCTpyMeHTOB, B pasfeiie BcraBka HaXMuTe KHOIKY -=-. Ha

- '
0TOOPA3UBIIIENCS MTAHe M BCTAaBKU HAXKMUTE KHOTIKY 7 PyHknusa (cM. PucyHok 149).

= A

= o m
B § 6. oo~ 05 B ¢ .

Wzobpaxenne... -~

TekcToBEDE Noae

N H R

Durypa >

=

m Juarpana > <§j
-

I CeogHan Tabavua

j&‘ DyHKLMA...

(_:f/) Cownka...

Pucynok 149 — [1anenb BcTaBKu

— Ha 6okoBO#t TaHeN ! HAKMUTe KHOTKY 1% (cM. PrcyHok 150).

3. B mone moucka HayHUTEe BBOJUTH Ha3BaHWe QYHKIIMHA, YTOOBI BBI3BATH CIMCOK C

ITOJJCKAd3KaMH.

4. BroibepuTe U3 npeayioKeHHOTO CIKCKa He0OX0IUMYT0 GYHKITHIO.
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5. Ilpu Heo6X0IMMOCTH 03HAKOMBTECh C KPAaTKOM CIIpaBKOW MO GYHKIIMU B HIDKHEM 4acTu
naHesu QyHKIUH.

6. YToOBI BCTaBUTH QPYHKITHIO B SYEWKY, HAXKMHUTe KHOINKY BeraBuTh i kiiasuiry Enter
Ha KJIaBHaType.

7. BBenute aprymeHTbl QYHKIIAU.

8. YToOBI 3aBepmUTh BBOJ PYHKITUH, HAXKMHUTE KHOIIKY O B CTpOKe GOpPMYJT WK HaXKMHUTe
wiaBuily Enter Ha kiaBuarype. YToObl OTMEHUTH BBOJ| PYHKIIMH, HAXKMUTE KHOIIKY

B CTpOKe GOpMYyIL.

abs X

;h

ABS @

MHWM.ABS

BcraButh

ABS(3HaueHwne)
ED3EIFIELLI,EET abcontoTHOE 3Ha4YeHWe YdCha.

ZHauUeHHe
Yuecno, ANA KOTOPOro HeoBXOAUMO BEpHYTE
abconoTHOR 3HaYeHK e,

Pucynok 150 — Ilanens pynkiumi

YToOBI OTMEHWTH INOMCK II0 BBeJEHHOMY Ha3BaHHIO QYHKIMM, B II0jle IIOMCKA HaKMUTe
KHOIIKY .
YToOb! 3aKpHITh MaHeb PYHKIMM, HAXKMHTEe KHOIIKY =# B ee BepXHel 4aCTH WJIM IIOBTOPHO

Ha)KMHTe Ha KHOTIKY % Ha G0KOBO TIaHeIH.
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2.5.5 3ameHna ¢popMyJIbI Ha ee pe3yabTaT

st ynobcTrBa paboThl MOXHO IIpe06pa3oBaTh CI0XKHYI0 GOpMYJly, BBeIeHHYIO STUelKy, UIH

ee 9aCThb Ha BbIYHCIIEHHOe 3Ha4YeHHue. ,HJ'ISI 3TOrO.

1.

Brienute yactb GpopMysibl Ui GOpPMyIly IeJIMKOM HellOCPe[ICTBeHHO B siuelike WIN B
crpoke ¢opmyn. Hag BbimeeHHONM dYacTbio  HOPMYJIBI/HOPMYJION  OTOOPA3UTCS
BCIUIBIBAIONIAs II0JICKA3Ka C BBIYMCIIEHHBIM 3HAaYeHHEeM.

Haxmure xmaBumy F9 pns 3amenel uyactu opmysibl/GopMysbl Ha BBIYMCIIEHHOE

3Ha4YeHHe.

2.5.6 KonmupoBanue u BcTraBka ¢popmyn

[Tpu Heo6X0IMMOCTH U3 OTHOM STYEMKU/CTPOKHU/CTOJIOIIAa MOXKHO BbIPE3aTh WJIK CKOITMPOBATh

¢dbopMyJiEl, @ B APYTYIO si9elKy/CTPOKY/CToJ0el] BCTaBUTh UTOIOBOe 3HadeHUe 3THX dopMys 6e3

caMux pOpMyII.

YTo6bI BBIpE3aTh WX KOIMPOBATh (OPMYJIbI, BBIIIOJIHUTE CllefyIOlire 1elCTBUS:

1.

Boinenute siueiiky, quamna3oH siueeKk, CTPOKM WIM CTOJOIbI, U3 KOTOPbIX HEOOXOAUMO
BbIpe3aTh UJIM CKOIIUPOBATh GOPMYJIbI.
BommonmauTe komaHAy BbIpe3aHMs] WM KONHMPOBAHMWSI CTaHAAPTHBIM  CIIOCOOOM

(c™m. paznen 2.4.1.6).

YTOOBI BCTAaBUTh pe3ysibTaT BeIYUCIeHUs1 GOpPMYJl 6e3 UCXOTHOro GOpMaTUPOBAHUS:

1.

VYkaxuTe, KyIa cjiefilyeT BCTaBUTh JIaHHbIE:

— FEcmu B 6ydepe obMeHa cojepkaTcsi JaHHble U3 OJHOM SYEHKH/CTPOKU/CTOJOIA,
BBIJIEJIUTE sTYelKy/CTPOKY/CTosbell, B KOTOPHIN Clie[lyeT BCTaBUTh 3TH JJaHHbIE.

— Ecm B Oydepe obMeHa collepXXUTCSl AuAlla30H siUeeK/CTPOK/CTOJIOI0B, BhIIeNINUTe
COOTBETCTBYIOIIUH 110 pa3Mepy JIMAIla30H WK BbIJIeJIUTe STYerKy/CTPOKYy/cTosber, B
KOTOpBI CjleflyeT BCTaBUTb COZAEpXXUMOe IIepBOM SUYeWKW/CTPOKW/CTONOnA U3

JHWAIla30HaA.

2. BruimonauTe KOMaHy BCTdABKH OJHUM U3 CJIEAYIOIIUX CIT0CO0O0B:

- BbI6epI/ITe ITYHKT KOMdHJHOI'O MeEHIO HpaBKa > BcCTaBHTh TOJHBKO 3HAYEHHS

(cMm. Pucynok 151).
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Mpaeka Becraeka @opmar Tabavua  faddwe Mo

= OTMEHWTE Ctrl+Z
~  ToeTopuTs Ctrl=+Y
o  Boipesats Ctrl+X
Konupoeate Ctrl+C
[y Beraeute Ctrl+V
BeTaBuTe 3HAYEHMA W dopmaT Crl=Alt+V

BCTaEWTE TONBKD ZHAYUEHMA

Pucynok 151 — Komananoe menio IlpaBka

— Ha mnanenu wuHcTpyMeHTOB, B pasnesne IIpaBka HaXXMuUTe Ha CTpesKy CIipaBa
OT KHOIIKU ﬁ (BcraBuTh) ¥ B BBINQJAIOIIEM CIMCKe BbIOepUTe KOMaHJy

BcraBuTth TOsIbKO 3HaYeHus (cM. PucyHok 152).

®aiin [paeka Beraeka @opmar  Tabawua Jandeie Mooy

A \}(:\ @% é KO Thames

= v D C .
ﬁ Beraeute

Pann Mpaeka
BetaeuTe 3HaveHwA u dopumar

H6 v fx
BcTaenTe ToMbKD 3HAYEHKMA

A
|

Pucynok 152 — Knonka BcraButh

— OTKpOfITE KOHTEeKCTHOe MeHIO e/ IYKOM HpaBOﬁ KHOIIKM MBI II0 BBIJEJIeHHBIM
sTYerKaM W 10 CONEPXXUMOMY BblIeJIEHHbIX CTpOK/CTOJIﬁI_IOB. Brimomnsure KOMaHy

KOHTEKCTHOTO MeHI0 BCTaBHUTH TOIBKO 3HAYeHHS.

YrtoObl BCTaBUTh Pe3yJIbTaT BHIYUCIEHUS GOPMYIT C COXpPaHEHHEM UCXOTHOTO pOpMaTUPOBAHUSI:
1. VYkaxwure, Kyza cjieflyeT BCTaBUTh JaHHbIE:
— Ecm B 6ydepe obMeHa conepkaTcsi JaHHble U3 OJHOM SYEHKW/CTPOKH/CTOJIOINA,
BBIJIEJIUTE STYeHKY/CTPOKY/CTosbell, B KOTOPBIN CielyeT BCTAaBUTh 3TU JIAHHBIE.
— Ecmu B 6ydepe obMeHa coJiep>XUTCSl AMalia30H siueek/CTPOK/CTOJIOIOB, BbIIEJIUTe
COOTBETCTBYIOIIUH 110 pa3Mepy JIMalia30H WM BbIJIeJIMTe STYerKy/CTPOKY/cTomber, B
KOTOPBIM CJleflyeT BCTaBUTb COIEepXXUMOe IIepBOM SUeHKH/CTPOKH/CTONONA U3

JAralla30Ha.
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2. BblnosHUTe KOMaH/y BCTaBKX OJIHUM U3 CJIeIYIOLIHX CIIOCOOOB:

— Bribepute nyHkT koMaHgHoro meHio IIpaBka > BcraBuTh 3HauyeHus u ¢popmar
(cm. Pucynok 151).

— Ha nanemn uHcTpymeHTOB, B pa3dfeiie IIpaBka HaXMHUTe Ha CTpeJIKy CIpaBa OT
KHOIIKH @ (BcraBuTh) U B BBINAJAIOIIEM CIHCKe BblibepuTe koMaHay BcraBuUTh
3Ha4yeHud U ¢popmar (cM. Pucynok 152).

— OTkKpoliTe KOHTEKCTHOe MEHIO IeJTYKOM IPAaBOM KHOIIKH MBIIIU T10 BbIIeJIEHHBIM
syeriKkaM WM 10 3arojioBKaM/COIepXKUMOMY  BbIJIeJIeHHBIX —CTPOK/CTOJIOIIOB.
BrinosnHuTe kOMaH/y KOHTEKCTHOTO MeHI0 BcTaBUTh 3HayeHus u ¢gopmar.

— Haxwmure coderanue knaBuin Ctrl+Alt+V / ~Option+sCmd+V Ha kiaBuarype.

2.5.7 mena B ¢popMyJiax u QyHKIIHAX

[Ipu pabore c 60IBIIMMY MaCCUBaMH JIaHHBIX 4aCTO MCIOJIb3yeMbIM sSYeiiKaM, 1hara3oHam
s;ueeK, KOHCTaHTaM M GOopMyJiaM MOXKHO IIpUCBavBaTh UMeHa. MiMeHa ncrionb3yoTcs B GopMysax U
$yHKIMAX U 00J1eryaroT UxX HallMcaHue U BOCIPUSITHE.
Hanpumep, ¢ynkmus =CYMM(IIpogaku) BBOIWTCS Y BOCHPHUHHMAETCS Jierde, 4em
¢ysakmus =CYMM(D2; D20).
HmeHa nensiTcs Ha iBa TUIA:
— 3agaHHBIe — UMeHa, KOTOpble TI0JIb30BaTeNlb BpyUHYI0 Ha3HAYWII sideiikaM, IMana3oHaMm,
KOHCTaHTaM U (popMyJIaM.
— Tabnauunble - w©MeHa TaOMUI[, K KOTOPbIM TIpUMeHeH TaOJIUMYHBIA CTWIIb
dopmaTtupoBanusi B nporpamMMme Excel (MX Takke Ha3bIBAIOT «YMHbIMU» mabauyamu).

Hmena «ymHbIX» Tabiu1y co3paroTcs B mporpamMMe Excel aBromaTtruecky.

KpOMe TOr'0, UMeHad pPa3JIn4dioTCA 110 obacTu JEeNCTBUSL:
— TI'nmobanbHBIE — MOTYT UCIIOJIb30BATHCA Hd JII0O0M JTHCTe BHEKTpOHHOI;’I Ta6J'[I/II_IbI;

— JlokaJbHBIE — MOI yT UCIIOJIb30BATHCYA TOJIBKO Ha JIMCTEe, Ha KOTOPOM OBLTH 3a/1aHBI.

Jliis paboThl C UMEeHAMU UCIOJIb3YIOTCS:

— Ilone muama3oHa — pacmoJioXXeHO cjieBa OT CTPokU ¢opmyn (cM. Pucynok 153). Ilpu
He00XO0/IMMOCTH I10JIe IMaria30Ha MOXKHO PaCIIMPUTh. [11s1 3TOro HaBeiuTe KypCop MBIIIN
Ha IIPaBYyIO I'PaHMIly IOJIS TakK, YTOOBI OH IIPUHSUI BUJ JIByHAIlpaBJIeHHOM CTpeNKH, U,

3d’KdB JIEBYIO KHOIIKY MbIIIH, IIepeMeCTrTe I'PaHUIy I10JI4 BIIPABO.
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T R R

Pucynok 153 — [lone auanazona

HI/ICIIET‘-IEP HMEH — OTKPbIBAETCS IIPpU HAXXATUU Hd KHOIIKY @ Ha OOKOBOH IaHeU

(cm. Pucynok 154).

SCvE mMB® By T

T Py
o ~ &’
H ~ B i B ¢f~ g
Aueikmn NaHHbEe Bcraeka Ll
9
" | o A Awncnetyep nmeH Q
3afate MMA fx
) &
Haidti
Bece umena v =~

=CYMM(MownanHbie)

WMecnonbsyiiTe MMeHa BMECTO COBLNOK, YToBb
oBAErYMTE NOHUMAHWE GopMyn

Pucynok 154 — Jlucrieryep umeH
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2.5.7.1 3amaTrs uma

Hms MoxeT cosiepkath:
—  OYKBBHI;
— 1udpBI — He I0OMYCKaeTCsl UCIIOIb30BaHKe B HaYasle UMeHH;
—  CHMBOJIBIL:
_ (momyepkuBanue);
\ (oOpaTHbIH crieln);

. (TO‘IKa) — He JJOITyCKdeTCs UCIIOJIb30BdHME B Ha4dd/ie UMEHHU.

HWMs MOXXHO 3afiaTh C TIOMOIIBIO MO Juarna3oHa (ObICTPBIA CIOCO0) WM C ITOMOIIBIO

IZ[I/ICI'I(-!T‘IEPE:I HMEH.

2.5.7.1.1 3agaTs UM4 C TOMOIILIO ITOJIS JUANa30Ha

C nomotiibio 1oJIsE JUara3oHa MOXKHO MPUCBOUTDL UMS siuelike WK JUana3oHy sueek. Mms,
3aJlaHHOe C ITOMOIIBIO II0JId AUalla30oHa, SBJIIeTCd IJI00aJIbHbBIM.
YTOoOBI 3aaTh UMS$1 C IOMOIIBIO T10JIS1 AUAA30HA, BHIIIOJIHUTE CJIeIyIollre JeHCTBHUS:

1. Beimenire sueliKy/quarasoH sueek, KoTopoMy TpebyeTcst TpUcBorTh UM (cM. Pucynok 155).

2. B nose nuama3zona BBequTe UM4L.

Crmaka v  fe 0,1
A B C D E F
1 |Hanmenoeatine Ilexa 3a ef. |lememu | CTDH.MD(.‘I‘L| CrHETKA | CToHMOCTE CO CHEIRK O
2 |Toeap A 20 5 25 0,1
3 |Toeap B 36 25 61 0,2
4 |Toeap C 48 20 68 0.1
5 |Toeap D a0 18 B8 D,l_
&

Pucynok 155 — Co3zianue nMeHH ¢ TIOMOIIIBIO T10JTS TMana3oHa

3. Yrobwl coxpaHuTh UMsl, HaxkmuTe KiaBuiry Enter. Ecim TpeGyercs ymanuTh naHHBIe,

BBeJ/IeHHbIe B IIporecce CO3dHUA NMeHH, HaXKMUTE KJIaBUIITy Esc.
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2.5.7.1.2 3apaTth ums ¢ nomouibo Iucneruyepa umeH

C nomouipio [lucmerdyepa MMeH MOXXHO IIDUCBOMTb KMs siUeliKe, [UAIla30HY sUeeK,
KOHCTaHTe Wix popmyiie.
YroOsl 3a1aTh UM C TOMOIIIbIO JIMcIIeTYepa MMeH, BBIIIOJIHUTe CllefyIolIye qelCTBUS:
1. Ecnu tpebyetcs 3amaTh UMs JUIsl STYeHKY WM IMalla30Ha sideeK, BbIeJIUTe UX Ha JIUCTe.
Ecnu Tpebyetcs 3aiaTh UM [IJ1s1 KOHCTAHTBI WU POPMYJIbL, IPOITYCTHTE 3TOT IIar.
2. Ortkporite Jlucnerdyep HMeH OIHUM U3 CJIeIyIOLIUX CIIOCOOOB:

— Broibepute nyHkT koMaHAHOTO MeHio Jlannbie > 3apaTh ums (cM. PrucyHok 156).

Aanneie  Muctpymedtsr Bug  OBww
3apaTh MMA...

OBHoBUTE CBOAHYH Tabawuuy

Pucynok 156 — IIyHKT KOMaHAHOTO MeHIO 3axaTh UM

— H_[eJ'I‘IKOM npaBoﬁ KHOIIKA MBIIIIA 10 BbIAEIeHHOU ﬂqeﬁKe/z[HanasoHy s49eexk

OTKpOfITE KOHTEKCTHOe MEHIO U BBIIIOJIHUTE KOMdHAY BHIIaTI) M.

— Ha 6okxoBo¥ nmaHeny HAXKMUTeE KHOIIKY @ UB HI/ICHET'-IEPE HMEH HAd)XMHUTe KHOIIKY

3apars ums (cM. Pucynok 157).

~ 7 [Qdwncnetuep UMmeH Q

;\h

3a0aTe MMA

Haliti

Bee Mmena v = v

=CYMM(MowllanHbie)

Pucynok 157 — Knonka 3agaTrs ums
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3. B Tucmerdepe UMeH yKakuTe JJaHHbIe ISl co31aHusi uMeHu (cM. PucyHok 158):
— B nosne Uma ykaxxuTe UMsl sSTYeMKH/TAANIa30Ha/KOHCTAHTbI/GOPMYJIbl UM OCTaBbTe
uMs 10 ymoidaduio. I[lo ymomuanuro mpucBamBaercs ums [Mmsa_n], rme n —

HOpHI[KOBbIﬁ HOMep MMeHOBAHHOI'O 3JIEMEeHTa.

A~ [dwncnetuep umMmeH Q
3afate MMA

Hartw

Mnaa_1 bt
="Nncr2'1$B$2:$B%13 X
Bce nMcTwI ¥

loToBO OTmeHa

Pucynok 158 — Co3nanue nmMenu ¢ nomoiibio Jlucneryepa umex

— Ecnu ums co3paercs i suerky/quana3oHa sueek, B n1ojle Ccplika aBTOMaTU4eCcKu
dopmMupyeTcsl CChbUIKa Ha S4elKy/Iyana3oH, BblJeJeHHbI Ha nepBoM miare. [lpu
He0OXOJJMMOCTH CChUIKY MOXHO pefaKTUPOBaTh BPYYHYIO WIM BbIOPATh MBIIIbIO Ha
JIMCTe  JPYryl0  s4YelKy/AvanasoH, 4YTOOBI  CCbUIKA  OTpelakKTHUpOBaJlach
aBToMaTh4ecku. Ecim nMs co3pmaeTcs 1u1st KOHCTaHThI WA GopMyiisl, B ojie Ccblika

BBeJIUTe TpebyeMyt0 KOHCTaHTYy/GopMyIly BPYUHYIO.

CchUIKM Ha STYCHKH U JUAIla30HbI d49€eeK I10 YMOJIYaHHIO 0T06pa>1<a10Tc;1 KadK

a0bCOJIIOTHEIE. Hp806paSOBaTb HUX B OTHOCHUTEJIbHbIEe MOXHO BPYYHYIO.
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- B BblIIIa/ialolieM CIIMCKe YKaXXuTe, rjge 6y11€T HCIIOJIb30BATHCA MM HA BCeX JIMCTAaX
BHEKTPOHHOﬁ Ta6JII/IIII)I WJI Ha ollpeJejieHHOM JIUCTe.

4, Haxwmure kHonky I'oToBo wiu kiaBuiny Enter.

CoznanHoe ums oTobpasurcs B ciucke J{ucmerdepa umeH (cM. Pucynok 159).

~ 7 [dwucnetyep MMmeH Q

3ajaTe MMA

Bece vmena d = w

1
"
—
=

1

J
o
m
o
o
rm
o
o ]

Pucynok 159 — Co3nanHoe ums B Jlucnerdepe nuMeH

2.5.7.2 Haiitu uma

HWMsg MoXXHO HaWTH C IIOMOMIIBIO ITOJIA JWAIla30HA WJIH C IIOMOIIBIO I[ncne'rqepa HMEH.

P €TUCTP CUMBOJIOB IIPpU IIOMCKEe UMEHU He YYUTbIBAETCA.

2.5.7.2.1 HaiiTu c noMomibI0 IoJIg Auamna3soHa

J171s1 6BICTPOTO MOKCKA UMEHH BBITIOJIHUTE CJIe/IyIolIre JeHCTBUS:

1. IllenkHuTe 1O IIOJIIO AMAIIa30Ha.

2. Haunute BBOIWUTH TpebyeMoe uMs. B BbmapatoiemM crnucke OTOOpPA3siTCS HMeEHa,
COOTBETCTBYIOIME YCIOBUSM IorcKa (cM. Pucynok 160).

3. Bribepure TpeOyeMoe UMs C TTIOMOIIIbIO MBIIIH WX KJIABUII KJIABUATYPHI:

— IllenkHuTE IO UMEHH JIEBOM KHOITKOM MBIIIIH.
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— BrigenuTe M € IOMOIIBIO KJIAaBUII KJIABUATYPHI | U T ¥ HAXXMUTe KiaBuilly Enter.

(ol -] A

) Cronmocts ='NMuct2151%2:...

) Crowmoct... ckmagkoi = Tnet215K42:, .

:'I'rI'IpEIEI..I'IE'HME' 3aJaHHBIMK MRMEHAMIA

Pucynok 160 — BeIcTpbIii TOMCK 110 KMeHU

YToOBI MPOCMOTPETh BECh CHMCOK UMEH W BbIOpaTh M3 Hero Tpebyemoe KMsl, BBITIOJIHUATE
CIlelyrolve enCTBUS:
1. Pa3BepHuTe BeChb CIHCOK UMeH. [lji1 3TOrO B MOJe JMarna3oHa HAXXMHUTE KHOIIKY
(cm. Pucynok 161).

2. Bribepure TpeOyeMoe UMsI B CIIHCKe C IOMOIIIbIO MBIIIN WIK KJIaBUII KJIABUATYPHI:

— IllenxkHUTE IO UMEHHU JIeBOM KHOITKOM MBIIIIH.

— BI)II[EJ'II/ITE HM4 C IIOMOIIBIO KJIaBUII KJIIABUATYPHI l n T " HA’KMUTE KIIdABUIITY Enter.

A v A
| N

¢ Konnuecteo ="NMuct2"1fH2...

¢’ Croumocts ='Muct2'1$152:...
¢ Croumocr..._ckuakoit ="Nnct2'1§K52:...

Mg T

Lena_za_en =" Muct2'1$G32:...

FHPEMEHHE‘ 3aJaHHBIMK MMEHaMIA

Pucynok 161 — Cnircok umen

Eciy BeiOpaHHOe uMS NPUHAMJIEXXUT sueliKe/TMana3oHy siueeK, TO 3Ta sueliKa//Irana3oH

BbIJIeJISIeTCS B 3JIEKTPOHHOM Tabuuile.
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Ecmm BbIﬁpaHHOE UM IIPUHAJIEXKUT KOHCTaHTe HJIN (l)OpMYJ'Ie, OTKPbIBAE€TCA HI/ICHET‘IEP

HMEH, B KOTOPOM dBTOMdTHUYE€CKU BblJeJIIeTCda CTPOKA JaHHOI'O UMEHHU.

Ecmm wumsa  gdeiikv/muana3oHa  s9eeK/KOHCTAHTHI/HOPMYJIbI

BHIOMpPAaeTCsI B peXume

pPelakTUpPOBaHUS STUeMKHU, TO OHO BBOJUTCS B sS4YeiKy B KadeCTBe 3HaueHHs HOPMYIbl/QYyHKIIUN

(cm. pasgen HUXKe).

2.5.7.2.2 HaiiTu ¢ momompbio /lucneryepa uMeH

OTkpotite lucreTdep MMeH OJJHUM U3 CJIEAYIONIHUX CIIOCOOOB:

— Ha 6okoBoi1 maHenn HAKMUTE KHOTIKY @ (cm. Pucynok 162).

" N A = [wucnetyep UmeH

3anate MMA

Bce nmeHa w =

¢ Konuuecteo

="Nncr2 T$HS2:5HSES

¢ CrommocTs

="Nncr2 151525155

) CToMmocTb_co_cKMAKOI

- i PO

="Mwncr2"13K52:5K55

¢ Uena_3a_en

Pucynok 162 — Jlucnieryep umen

Q

B none nuanazona HaXkMuTe KHOIIKY * ¥ BBIIIOJIHUTE KOMdHY YIIpaBJIEHI/Ie 3a/IaHHBIMH

umeHamu (cM. Pucynok 163).
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[ F9 v| fx
D
¢’ Konnuecteo ='Muct2'1§HE2.,
¢’ Croumocts ='Mact2'1$152:.,
¢ Croumocr.._ckuakoi ='Nnc2'1$K52:..
¢’ UeHa_3a_en ='Muct2'1$G52:.,
¥YnpaeneHWe 2adaHHBIMK MMeHaMK
%

10

Pucynok 163 — Komanzna YnpasiieHue 3ailaHHBIMI HMEHaMH

B JTucnerdepe uMeH OTOOpa)kaeTCsl MOJIHBIM CIMCOK MMeH, KOTOpble COJIepXXUT TeKylas
anekTpoHHas Tabmuna (cMm. PucyHok 162). [l1s1 6bICTPOro moucka mo CIKCKY UCIIONIb3yHTe CTPOKY
IIOWCKA U UHCTPYMeHThl GUIIbTPalluK/COPTUPOBKH.

J11s1 TorcKa UMeHU C IIOMOIIIbIO CTPOKY TIOKCKA BBITIOJIHUTE CIIeiyIole 1efCTBUS:

1. YcraHoBuTe Kypcop B CTPOKY IIOMCKa.

2. Haunute BBOIUTH TpeOyemMoe UMs WM CCBUIKY/KOHCTaHTY/pOpMyiy, KOTOpPOH

MIPUCBOEHO 3T0 uMs (cM. PucyHok 164).

~ 7 [Owucnetuep nmeH Q

3anate MMA

| CTDL—1| > l

Bee vmeHa b = v

&7 CrommocTts

="lnct2'15152:5135

¢J CrowmocTs_co_ckmakoii
="Tlncr2'13K52:5K35

Pucynok 164 — Ctpoka mnorcka
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Ilo Mepe BBOId HOdHHBIX IJIS ITIOMCKd CIIMCOK HMMEH 6y,11€T COKpalaTbCA O0 3HAYEeHHH,

COOTBETCTBYIOIIHX YCJIOBHAM IIOKMCKA.

J1s1 ubTpaMK CIKMCKA BHITIOJIHUTE CIIeAYIOIIHe JIeHCTBUS:
1. enkuute no noso Bece umena (cM. Pucynok 165).
2. B BblnagaroieM CIrcke yKaXkuTe, KaKylo IPYIIy UMeH Cjie[lyeT OTOOPaXKaTh B CIIUCKE:
— 3amaHHBIe HMEHA — UMeHA, 3aJlaHHbIe TI0JIb30BaTeIeM BPYYHYIO;
— Vimena Ta0ummn — UMeHa «yYMHBIX» Ta0JINII;
— JlokanbHBIE: 3TOT JIMCT — HMMEHa, KOTOpble MOTYT MCIOJIb30BaThCS HA JIUCTe,
OTKPBITOM B JJaHHBIH MOMEHT;
— TI';moGanbpHBIE: BCce JIUCTBI — MMeHa, KOTOpble MOTYT MCIIOJIb30BaThCsl Ha JiI0O6oM

JINCTEe BHeKTpOHHOﬁ Ta6J'II/II_[bI .

- [Aucnetyep MMeH Q

3anats MMA

Bce MmeHa v = v

"

~" Bce mMmeHa

3ajaHHbIE MMEHS

MmeHa Tabmad,

NokaneHele: 3TOT AMCT

nobBaneHeLle: BCe AMCTHI

Pucynok 165 — [lone Bce umena
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Yro6b! BEIOPATh CIIOCOO COPTUPOBKY CIIMCKA, BBIIIOJIHWTE CllefYIOlre 1elCTBUS:
1. Haxmure Ha kHOTIKY [= (cM. Pucynok 166).
2. Bribepure criocob COPTUPOBKHU:
— Ilo mmennm (A-fI) — copTHpoBKa II0 3HAYeHWIO, YKazaHHOMY B Tmone HMms
(o Bo3pacTaHUIO);
— Ilo umenu (SI-A) — copTHpoBKAa IO 3HAYEHHIO, yka3aHHOMY B mnone HMms
(o yb6bIBaHUIO);
— Ilo ampecy (A-$I) — copTHpOBKa IO 3HAYeHWIO, ykazaHHOMY B moynie CchbUIkKa
(10 BOo3pacTaHUIo);
— Ilo ampecy (SI-A) — copTHpoBKa [0 3HAYeHHIO, ykazaHHOMY B moyne CchUIKa

(o ybbIBaHUIO).

- [AucneTtyep UMeH Q

3apats MMA

Bce meHa g ‘T_: ol

—_—

" [o umeHn (A-A)

¢ Konwnuectse Mo umenn (A-A)
="NMncr2"15F

Mo agpecy (A-A)

¢ CrommocTs

="NMwncr2 151}

Mo agpecy (A-A)

Pucynok 166 — Bei6op criocoba COpTUPOBKY CIIMCKA

YT1o6bl OCMOTpeTh, KAaKOM siuelike/IMana3oHy COOTBETCTBYET KMsl, BBIAEJIUTE 3TO UM B
crivcke. $ldeiika/Tuana3oH BBIZIEIUTCS B 3JIEKTPOHHOM TabJuIle.

Ecm wMmsa  gueliky/yMana3oHa siueek/KOHCTAHThI/POpPMYJIbI  BBIOMpPAeTCsi B  pexuMe
pellakTUpPOBaHUS SIYeMKHU, TO OHO BBOJUTCS B S4elKy B KadeCTBe 3HaueHUs (HOPMYJIbl/PyHKINN

(cM. pazzen HUXeE).
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2.5.7.3 BBectu uma B popmyiry win QyHKIHIO

Beog ¢opmyn u QyHKIMKA, KOTOpble cofep)XaT WMeHa sdeek/AUalia3oHoOB siyeek/
KOHCTaHT/$OpMyJ1, OCYIeCTBIISIeTCS CTaH/IaPTHBIMU CIIOCOOAMHU.

Hwms B dpopmyny nimm GyHKIUIO MOXKHO BBECTH CJIEYIOIITUMHU CITIOCOOAMU:

— BPYYHYIO,

—  C IIOMOIIBIO 1101 IMana3oHa,

— CIIOMOIIbIO I[nCHEqupa HMEH.

YToOBI BBECTH MMSI BpYUYHYIO, BHITIOJIHUTE CJIeJIyIOlIre JeHCTBUS:

1. Haunwute BBOguTh UMs (cM. PucyHok 167). B Beimazatoniem crivicke 0Tobpa3siTcsi UMeHa,
COOTBETCTBYIOIIME YCJIOBUSM IIOMCKA.

2. BribepuTe UMs C IOMOIIIBIO MBIIIN WU KJIABUII KJIABUATYPHbI:
— IllenkHUTe IO UMEHHU JIBOM KHOIIKOM MBIIIIH.

— DBrimenure uMs ¢ IOMOIIBIO KJIABUII KJIaBAATYPHL | U T ¥ HakmuTe Kilauily Enter.

F2 v fx =D2%(1-C
A B C D E F G H
1 |Hammenopanne IleHa 3a g,g,.|Konmemu Cmuor:u.l&uwcﬂ(]rmum €0 CHHTKOIL
2 |Tosap A 20 5| 25| 0,1=D2*(1-C|
3 |Toeap B 36 25 61 0.2 "
4 |Toeap C 48 20 68 0,1 < Crnaka
5 |Toeap D a0 18 68 0,1
s | CronmMocTs
7 # CErOAHA
8
: F CEKYH[OBI

Pucynok 167 — BBog uMeHM Bpy4YHY1O

YT1o6Bl BBECTH UMSI C TIOMOIIIBIO T10JISI IMAIIa30Ha, BBIIIOJIHUTE ero IMOMCK TaK, KaK OIMMCAHO B
pasgene 2.5.7.2.1 (cm. npumep Ha Pucynke 168).

CKM,EI,K3| v fx =D2*(1-

o E F

='uct3'13ES2:...

7 Ckwaka
N

BO Cmmocr1.| &uwm|01mmum C0 CHETK O
-

5| 25| 0,123
¥npaeneHune 2a4aHHbIME MMEHAMMN 25 61 0,2
. 20 68 0,1
5 50 18 68 0.1

6

Pucynok 168 — BBog uMeHM € IOMOIIIBIO 11011 IMania3oHa
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Y1o6B1 BBECTH UMS C TOMOIIbI0 [IucneTyepa uMeH:

1. BolnosHUTe OKMCK UMEHM TaK, KaK OMKUCAHO B pasfene 2.5.7.2.2.

2. BpibepuTe M3 C TOMOIIIBIO MBI WIK KJIABUIII KJIaBUATYpPHI (cM. PucyHok 169):
— BribepuTe uMsi ABOMHBIM IETYKOM MBIIITH.

— BbienuTe Ml ¢ TOMOIIBIO KJIAaBUIII KJIABUATYpPHI | U T ¥ HAXKMUTe KilaBuilly Enter.

F2 v fx zZD2¥L LA

= [ucnetyep MMeH Q
A B C D E F G ~ A P

Hanmernopanue | Ilena za gg.‘Km[memo CTO]IMDC.TI:|CKIIIIICB|CTOIMOCH: co clmmmfl| X F)\
Tosap A 20 5| 25, 0,1=D2*(l- SaadTE A

Tosap B 36 25 61 0,2 &)
Tosap C 48 20 68 0,1 cknAKa X

Toeap D 50 18 68 0,1

Bce vmeHa v 1E >

g Crkunaka
="Mncr3'1$E$2:$ESS

3 v e o vk wie =

]

w

Pucynok 169 — BBog umenu ¢ nomonipio JIucnerdyepa umen

BeibpanHoe wuMs mnojcraBurcs B - dopmyny/dyHKIMIO. Eciv  “MS  OpUHAIIEXUT

siuelike/TMana30Hy siueek, TO IaHHAasl sdeiika/[Nana3oH MoJICBeTUTCS B 3JIeKTPOHHOM Tabiuile.

[Ipy HEOOXOIUMOCTH MOXKHO BBECTH B GOpMyy/dyHKIIHUIO JIOKAJbHOE UMS C JIPYTrOro
micra. J1Jist 3Toro BeibepuTe ero B 1oJjie Auana3oHa Wik B Jlucnerdyepe UMeH WK BPYUHYIO

BBequTe cChUIKy Buzia 'Sheet Name'!MyName. Hanpumep: "JInct2''Umsa_8.

2.5.7.4 IIpocMoTpeTH CBOICTBA UMEHHU

YT106BI IPOCMOTPETH CBOMCTBA UMEHH, BBIIIOJIHUTE ClleIyIoIIve AeHCTBUS:
1. OtkpoiiTe [lucneTdyep HMeH OTHUM U3 CJIEAYIOIINX CIIOCOOO0B:
— Ha 6oxoBo# naHe HAXKMUTe KHOTIKY & (cm. Pucynok 171).
— B mnone puanazoHa Ha)XMUTe KHOIKY v M BBIIOJIHWTE KOMaHAy YIIpaBJieHHe

3aJaHHBIMH HMeHaMH (cM. Pucynok 170).
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B B~
<) Konuuectso ='NncT3"18C32... P
¢ Crkwaka ="TucT3'13E32:...
<) Crommocts ='NMncT3'18042:...
<) Crowmocr..._ckmakoid  ="Tuct319F82:..

&7 Uena_3a_en ="MucT3'1$B52:...
YnpaeneHwe 3a4aHHBIMKW MMEHaMK k
12

Pucynok 170 — Komanna YnpaBinenue 3aJaHHBIMH HMeHAaMH

2. B Jlucmeryepe mMeH HaBeJUTe KypCOP MBIIIM Ha TpebyemMoe UMs U HaKMUTE KHOIKY

~ (Pa3BepHyTb) (cM. Pucynok 171).

" ‘ N A - [wucnetyep UMeH Q
3 fx
ajaTbk WMA
‘ Haliti ‘
‘B-cemueua VHT:: V‘

& Crnaka
="Nnecr3"'1$E$2:5E$5

Pucynok 171 — Knonka PasBepHyTh
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Ecim uMs npuHaaiexuT suelike/Iana3ony siueek, TO JaHHasl suerika/quana3oH BbIIeTUTCS
B 3JIEKTPOHHOU TabJuIie.

B Tucnerduepe mMeH 0TOOpa3sTCs CBOMCTBA BhIOpaHHOTO MMeHH (cM. Pucynok 172). Tekct
B noJisix Mmsa u Ccebliika npu Heo6X0IMMOCTA MOXKHO CKOTIMPOBATh.

YToOBI CKPBITH CBOMCTBA KMEHU, HAXKMHUTEe KHONIKY CBepHYTb.

- [wucnetyep vmeH Q
3ajaTe MMA FX
Bee nmeHa hd = v
| KonnuecTeo

="Mncr3'15C52:5C85

TJ CeepHyTh

Pucynoxk 172 — CpolicTBa MeHU

2.5.7.5 Ypamutes umsa

Ynanate MOXHO WMeHa, CO3/laHHble BPYYHYIO. Y[ajleHue WMeH «yMHBIX» TaOJuIl
HEeJIOCTYIIHO.
YToOBI yIaMUTh UMS, BBITIOJTHUTE CJIeIyIolre JeHCTBUS:
1. OrtkporiTe [Incnerdyep UMeH OHUM U3 CIIeAYIOIINX CIIOCOOOB:
— Ha 60k0BO1 1TaHeIn HAKMUTE KHOIIKY g (cMm. Pucynok 171).
— B mone nuamazoHa HaXMHUTe KHOIIKY ~ U BBIIOJIHATE KOMaHAy YIpaBJIeHUe
3aJaHHBIMH HMeHaMH (cM. Pucynok 170).
2. B lucmetrdyepe MMeH HaBeWTe KypCOP MBIIIM Ha TpebyeMoe UMs U HXKMUTe KHOIKY

+ (Pa3BepHyTh) (cM. Pucynok 171).
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3. Haxmwute KHOMKY o (Ymamuts) (cm. Pucynok 172).

2.5.8 CTpyKTypHpOBaHHbIe CCBLIKH
Pabora co CTpyKTypHMpOBaHHBIMM CCBUIKAMH IOJIJIepP)KMBAeTCsl TOJBKO B Tabiunax, K
KOTOPBIM TIPUMEHEeH TaOIMYHbIA CTHIb popMaThpoBaHUs B mporpamme Excel (Tak Ha3bIBaeMbIX

«YMHBIX» TaOIHIIaX).

«YMHBIe» Tabmuibl UMelT uMs (1o ymomyanuo — Tabauual, TabauuaZ2 w T.10.) U

COCTOSIT UX CJIEJIYIONIHUX 0bJacTe:
— CTpOKa 3aroJyioBKa,
— 006mnacTb JaHHBIX,

— CTpOKa UTOTOB.

2.5.8.1 Ucnonb3oBaHue CTPYKTYPHPOBAHHBIX CCBLIOK

cI)OpMy'J'IbI CO CTPYKTYPHUPOBAHHBIMH CCBUIKAMU OIIEpHUPYIOT He dJdJpeCaMH d49eexk U

IUANa30HOB gYeeK, a WUMeHaMHM TaOJUIlbI U CTOJIOIOB TaOJUIILI, a TakKe HA3BAHUIMH

obacTei TabIUIILL.

B Ta6m/1ue HHWXXe ITpruBeleHbl IIpUMepbl OOBIYHBIX U CTPYKTYPHUPOBAHHBIX CCBIIOK.

Tabmuna 5 — IlpuMeps! cCHUIOK

Omnucanue OOpIYHAA CCHUIKA CTpyKTypHpOBaHHas CChLIIKA
Ccbuika Ha TMAIa30H sYeek =CYMM(B2:B8) =CYMM(Tabnunal [IIpogaxu])
cronbua Ipomanu tabmurer Tabsmmal
Ccbisika Ha 00J1aCTh JJAHHBIX =CYMM(A2:C8) =CYMM(TabmumaZ[#]lanabie])
Tabmuel Tabauma?2
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B9 v fx =CYMM(Tabauual[Mponanu]) C9 v fx =CYMM(TabauuaZ[#0aHHbie])
A B A B C
¥ | ¥ |
1B Tosap =| Mpopgammn ﬂ Il Tosap =| Mocksa =| MNoagmockoBLe ﬂ
2 |AnensCHUHb 42768 2 |AnensCHUHbl 42768 11752
31 |baknamaHbl 1400 31 |bawnamaHbl 1400 102608
4 |baHaHb 20755 4 |baHaHb 20755 69569
5 |bapaHkKn 17850 5 |bapaHkK 17850 21482
& |Bepmuwent 26180 & |Bepmuwent 26180 930
7 |Tpyww 56606 7 |Tpyww 56606 13356
& |Kabaukwm 4884 & |Kabaukwm 4884 4230
9 170443 9 394490|

—_
[=]

—_

[=]

Pucynok 173 — CTpykTypupoBaHHbIe CCBIIKA

CTpyKTypUpOBaHHbIe CCBUIKM MOTYT HCII0JIb30BaThCS KaK B TaOJIMIle, TaK U 3a ee IIpefieslaMHU.

Ecimm popmyiia co CTpyKTypHpOBaHHOM CCBUIKOW PacIiojoXKeHa HelloCpeICTBEHHO B Tabiuile,
TO YKa3blBaTh Ha3BaHWe TAOJIUIIbI B JaHHOM CChUIKe He Hy)XHO. Eciu nMst TabiuIiel 110 Kakou-mbo
IIpUYMHEe YyKa3blBaeTCS B CCbUIKe, TO OHO AaBTOMAaTWMYeCKH yJajsieTcss IpU BBOJe (POPMYJIBL
Hampumep, ¢opmyna =CYMM(Taonunal[IIpomaxu]) Gymer aBTOMAaTWYeCKd HCIpaBiieHAa Ha
=CYMM([IIponazku]).

Ecnu ¢dopmysa co CTpyKTyprHpOBaHHOM CCBIJIKOW pacriojioXkeHa 3a IpefiesiaMM Tab/UIlbl, TO
yKa3aHWe NMeHU TabJIUIIbI SBJISIeTCs 00s13aTesIbHBIM YCIIOBUEM.

YTo6b!I y3HaTh UMsI TaOIUITE], BEIJIEIUTE B Hel Jto0yio s4yeiiky. Mms tabnuiibl oTo6pasurcs
Ha TlaHeJIi UHCTPYMeHTOB, B pa3fiene Taomuna (cMm. Pucynok 174).

YTtoObI CKOITMPOBATH UM Ta6J'II/II_IbI, BbIIEe/INTe ero nmejIdKoOM MBbIIIN.

TaBawual ——
o v 5 B4 & -
Tabauua Bcrapka

Pucynok 174 — Ha3Banue Tabiuiibt

2.5.8.2 CuHTaKCHC CTPYKTYPHPOBAHHBIX CCHLIOK

CTPYKTypI/IpOBaHHbIe CCBbUIKH MOT'YT o6pamaTbc;1 K dJIeAyromyM JaHHbIM Ta6J'[I/II_IbIZ
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Tab6iuna 6 — Ykazarenan

Yxkazarensn Onucanue
#Bce Bcs tabnuna, BKiItoyasi CTPOKY 3arojIOBKa M CTPOKY UTOTOB (TIPY MX HATMYUN)
#3aromoBKu Tomnbko cTpoKa 3arojioBKa
#]laHHble TonbKO CTPOKU JJAHHBIX
#Utoro ToJibkO CTpOKa UTOTOB

@Hms4 crosbia
WJIN

@

WJIN

#3Ta cTpoka

fdeiika Ha lepeceyeHNH TeKyIllel CTPOKHM U yKa3aHHOIO CToJ0Ia

(HestBHOe TiepeceyeHue)

VYkazaTenb #3Ta CTpoKa aBTOMaTUUYeCKU MeHsIeTCs Ha yKa3aTellb (@

B Tabnune Hibke prBeieHbl IPUMephbl CTPYKTYPUPOBAHHBIX CCHUIOK.

Ta6usmmma 7 — IlpuMepsI CTPYKTYPHPOBAHHBIX CCHIIOK

Bcs Tabauna Tonbpko faHHBIE ToabpK0 3aroI0BKH TonbpKo UTOrN
Tabmuma Tabmumal[#Bce] | Tabmumal Tabmumal[#3aromoeku] | Tabmumal[#HToro]
Tabmumal
Tabmumal[#]larsbie]
Cronbernt N | Tabnumal[[#Bce], | Tabmumal[N] Tabmural [[#3aromoBku], | Tabmunal[[#HUToro],
[NT] [N]] [N]]
Tabnunal[[#[lanHbIE],
[N]]
Cronbupt ¢ | Tabmumal [[#Bce], | Tabmumal[[N]:[M]] Tabmural[[#3aromnoBku], | Tabmumal [[#UToro],
NnoM [N]:[M]] [N]:[M]] [N]:[M]]
Tabnunal[[#[lanHbIE],
[N]:[M]]
2.5.8.3 BBoj cTpyKTYpHpPOBaHHOI#1 CCHLIKHU B popMyJry
BBon ¢opmyn, koTopble comepXaT CTPYKTypPUPOBaHHbIE CCBUIKH, OCYIIIEeCTBIISIeTCS

CTaHApPTHBIMHU CITIOCODAMH.

YtoObI yka3aTh B GopMyJie Ha3BaHHEe «YMHOW» TAOIMIThI, BHITIOJIHUATE CIIeTyIOIre TIeMCTBUS:

1. Hauuwure BBOJUTL Ha3BadHHE Ta6JII/II_IbI. B BBINIAAAIOIIIeM CIIMCKe OTO6PHBHTCH Ha3BAHHUA

BCeX «YMHBIX» TaﬁJ'II/II_I, KOTOpbIe COOep>XKaTCs B JOKYMeEHTe.




= on W | W g | =
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=oymm(T| |

BH TaBnvual

BH Tabnwua?

Pucynoxk 175 — Criucok «yMHBIX» TaOIHIT
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2. Brbibepute HazBaHUe TpebyeMOl TabJIUIIbI C TOMOIILIO MBIIITH I KJIABUII KJIaBUATYPHhI:
— IllesnkHuTE IO HA3BAHUIO TAOJIUIIBI JIEBOW KHOIIKOM MBIIIIH.
— BroienuTe HazBaHue TaOIUIIBI C TIOMOIIBIO KJIABUII KJIABUATYPHI | U T U HAKMUTE
kiaBuiry Enter.

HazBanue TabiuIib! MoACTaBUTCS B GOPMYITY.

Yrobsl BBecTH B popMysny uMs CTojbOl@ WIM yKaszaTelb HAa OOJACTh JAHHBIX TaOJIHUIIBI
(mannpumep, #UTOro nnm (@), BHIIIOJIHUTE CJIeIyIollre NeHCTBHUS:

1. Bemute cumBon [ (yieBasi kBajipaTHasi CkoOka). B BbinajaroieM crvcke oToOpassiTcst
Ha3BaHUs CTOJIOIIOB M yKa3aTejid Ha 06J1aCTH JAHHBIX TaOJIUIIBI.

2. Bribepute TpeOyeMblii 3JIeMEHT CIIMCKA C TOMOIIIBIO MBIIITH WX KJIAaBHUII KJIaBUATYPHI:
— [llesnikHUTE TIO CTPOKE 37IeMeHTa JIeBOM KHOIIKOW MBIIIIH.
— BrimenuTe cTpoKy 3jieMeHTa C MOMOIIbIO KJIABHUII KJIABUATYPbl | U 1 U HaXXMUTe

xiasuiy Enter.

BribpaHHbIM 351eMeHT MOACTaBUTCS B GOpMyITy.

=CYMM Tatnayall] |
@ - 3Ta cTpoKa

Toeap

=~ TN I = I ¥ B R E R S R

Mpogax

L =]

#
10 Bce

1 #[aHHble
12

13 #3aronosKK
14

15

16

17

#WTorm

Pucynok 176 — Cniucok Ha3BaHUM CTOJIOIOB M yKa3aTreslel Ha 06J1acTy JaHHBIX

Ecmm ykazarenb Ha o0macTh JaHHBIX Tabivibl (Hanpumep, [#3arosioBku]) BBefeH B
dbopmyily KOppPeKTHO, TO OH BBbIJIeJIsleTCsS IIBETOM, a B Tabjulle IMOJCBEYMBAETCS [MAMa30H, K

KOTOPOMY OH oOpaiiaercs (HaripuMep, CTPOKa 3arojioBKa).
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2.5.8.4 YnpaBnenue «yMHBIMI» Ta0JIHIIAMHU

«YMHbIe» Tabnuipl oTobpaxaroTcss B npwiokeHnn «MonOduc Tabnvia» B ToM Buze, B

KOTOPOM OHHM OB cOXpaHeHbI B ipwiiokeHuu Excel. Hampumep, eciiu B Excel ctpoka utoros 6buia

oTkroueHa, To B « MorOduc Tabnumay» Tabmuia oTtobpaxkaercs: 6e3 CTpOKH UTOTOB. BriTtoueHuve u

OTKJIIOUeHHe obsacTed Tabiuibl, a Takke GWIbTpAIMM B CTPOKe 3arojioBKa B IPWIOXKEHHUU

«MonOduc Tabnuma» He noaiep XXxUBaeTcs.

[Tpu HEOOXOAUMOCTH CTPOKY UTOTOB MOXHO CO3J1aTh BpPyuHY10. [y 3TOr0 BBeiuTe popmMyIy

B JTIIOOYIO sTYeHKy CTPOKH, CJIeIyIolei 3a MmocieJHel CTPOKOM TaOIUIIbI.

[Tpu pabote ¢ «yMHOI» TabiHIIel MOXKHO BBITIOJIHATD CJIeyIOIIre OTepaliu:

PenaktupoBarh HazBaHus crosibnoB. [Ipy 3ToM Ha3BaHWs CTONOIIOB aBTOMAaTUYeCKH
OOHOBJISIIOTCS] B CTPYKTYPHUPOBAHHBIX CChIJIKAX TAOJIUIIBL.

BcraBnsTe cTpoku U CTONOIBI MEXIy CYIIECTBYIOIIMMHA CTPOKAMM M CTOJIOLaMHU
(10 He B KOHIle TaOJIHIIbI).

KomnupoBaTh «yMHBIe» TabuUIlbl B IIpefieflax OJHOTO JOKyMeHTa WX U3 JIOKyMeHTa B
JOKyMEHT TIpM yCJIOBUM, YTO o00a JOKyMeHTa OTKPBITBI B  MPWIOXKEHUH
«MouOdpuc Tabmura». CKOMUPOBAaHHOW Tabiidile aBTOMATUYeCKHd IpHCBaWBaeTCs
YHUKaJIbHOe WMs. Bo Bcex CTPYKTYPUPOBAaHHBIX CCBHUIKAX WMS TabOJIUIbI-OpHUTHHAJIA

dBTOMAaTHU4YeCKH 3aMeHIeTCd Ha UM Ta6JII/IIIbI-KOHI/II/I.

2.5.8.5 BrruuciasieMslie CT0JI0LBI

Ecnu B Tabnuiy Heobxoaumo 106aBUTh CTONIOEI], BCe STYeiiKy KOTOPOro COJIepsKaT OJIHY U TY

e GopMyily, Co3fanTe BBIYMCISIeMbIM cTojbem. Il co3aHMs BBIYMCISIEMOrO CTOJIOIAa MOXKHO

WCII0JIb30BaTh JII060H cTosber] TabauIlbl, KOTOPBINA He COAEepXKUT JJaHHBIX.

Y1o6Bl caenath CTOJOEI] BBIYUCISIEMBIM, BBeIUTe B JIIOOYIO sSiUEMKY JIAaHHOTO CToJIOIa

TpebyeMyto popMyIly U HOXKMHUTe kiaBuily Enter.

Bce siueliku cTonb1ia aBTOMaTU4eCKH 3al0JTHSTCS BBeZIeHHON GOpMYJIOi.

J171s1 BBIUMCIIIEMBIX CTOJIOIOB JIEUCTBYIOT CJIeyIOIIHe TIPaBUiIa:

Ecmu ¢opmyna penmaktupyercs B Ji060#  siuedike BBIYMCISIEMOTO CTOJIOI@, TO
aHAJIOTMYHOEe PeJJaKTUpPOBaHUe (pOPMYJIbI aBTOMAaTHYEeCKU OCYIIECTBIISIETCS B OCTAIbHBIX
g4YerKax JaHHOTr'o CTOJIOIA.

Ecny gacTh JaHHBIX B CTOJIOIE YOalseTCs WIA BMECTO (GpOpPMYJIbI BBOASTCS OOLIYHBIE
IaHHbBIE, TO CTOJIOEI] ITepecTaeT ObITh BHIYUCIIIeMbIM (M3MeHeHUs B popMyJiax epecTaoT

pPacnpoCcTpaHsThCS HAa BeCh CTOJIOeIT).
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— Ecim KOHCUCTeHTHOCTD CTOJI011a BOCCTAHABIIMBALTCS BPYUHYIO (TO eCTh BO BCEX sSUeiKax
CHOBA COJIEpXXUTCS OAHA M Ta e ¢opMmysa), To Ccrosbell CHOBAa CTAaHOBUTCS

BBIYHCIIIEeMbIM.

2.5.8.6 ABTOpacmIpeHne «yMHOM» Ta0JIHIIbI

ABTOpacHmpeHre «yMHOIN» TabJIUIIbI BBITIOJIHSETCS TIPU BBOJIE IAHHBIX B CMEXHbIe STYeiKHy,
pacronioXxeHHble B CTOJIOIe CIpaBa OT «yMHOW» Tabiuibl. Eciu B Tabiuile OTCYTCTBYeT CTpOKa
WTOTOB, TO aBTOPACIHIMPeHHe TaKXKe BBITIONHSIETCS NPU BBOJe JAHHBIX B CMeXHbIe SYelKH,
pacnoJsiokeHHbIe B CTPOKe, CJIe[lyIolel 3a MocaeIHe CTPOKOM TabJIUIIbI.

JlaHHBIE MOTYT BBOJUTHCS CJIEJIyIONMMHU CIIOCODAMU:

— Bpyunymo.

Eciu B cMmexHblli crosiber] BBOAUTCS (opMysa, TO AAHHBIM CTOJIOel] CTaHOBUTCS
BBIYMCIISIEMBIM (CM. pa3zen 2.5.8.5).

— W3 Oydepa obmena. ABTOpacIHIMpeHUe BBIMIOJIIHIETCS, eCJId JaHHble BCTaBJISIOTCS
CJIeBa/CHU3Y OT TaOIMIIBI UM BCTABJISIOTCS OJJHOBPEMEHHO U B TAOJIUIlY, U B CMeXHbIe
STYEUKU.

— Ilyrem aBTO3amonHeHus stueek (cM. pasnen 2.4.1.4), korja B kauecTBe sS'Ueku-oOpasiia

BBIOMPAETCsl OJTHA MJIM HECKOJIBKO si9eeK «YMHOM» TabJIUIThI.

ABTOpaCI_HI/IPEHI/Ie BBITIOJIHAETCA, eClIn.
— B obactu dBTOPACIHIMPEHH He COAepPXaTCsd JaHHbIE;

— BCTaBJIsieMble JJaHHbIe He HaKJIAJbIBAlOTCS HA JIPYTYI0 «YMHYI0» TaOJIUILY.

B Tekyieii BepcuM He TMONIEPXXWBAETCS aBTOPACIIMPEeHHe «yMHBIX» TaOIuIl TIpU
aBTO3AIOJIHEHUH s9eek (CM. pasnen 2.4.1.4), ecnu:
— B KauecTBe STYeMKH-00pa3iia BIOpaHa siueiika TabIuIbl CO CTPYKTYPHPOBAHHOM CChLITKOM;

— B KadecCTBe HHEﬁKH-O6p83Ha BbI6paHa si9eriKa B CTPOKe 3dI'0JIOBKd Ta6J'II/II_IbI.
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2.6 OnepaTops! neiicTBUI

2.6.1 Apudpmernyeckue onepaTopbl

Apudmerndeckue orepatopbl (cM. Tabnura 8) ornpenensroT orepardyd HaJl YUCIOBBIMU
¢dopmaramMu JaHHBIX, a Takxe Haj popmaTtamu Jlata u Bpems.
Eciyn 3Hauenne He MoxeT OBbITb IpUMBefleHO K 4YMCIy, B pe3yJjibTaTe OIlepanyy

BoIBonUTC omroka #3HAY!.

Tao6smna 8 — Apudmernyeckue onepaTopsl

3Hak omeparopa 3Hauenue IIpumep

+ Crnoxenue =6+7

- Brravtanue =B12-B3

Otpunianue -45

* YMHOXXeHUe =425%34

/ Jenenue =36/3

A BosBenenwe B crenenb =D8"2

% Boruncienvie 1oy B mpolieHTax 415%

YTo6b!I U3BJIEYb KOPEHb YUCIIA, UCIIOJIb3yHTe GOpMYIly Clelylollero BUa:
=M"(1/N),
rie M — uuciio, U3 KOTOpPOro M3BiieKkaeTcs KopeHb, N — 1oKa3aTesib CTelleHd KOPHSL.

Hanpumep, ¢popmysa =36 (1/2) usBiekaeT KBaJipaTHbIA KOPeHb YnCIa 36.
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2.6.2 OnepaTopbl CpaBHEHHUS

Omnepatopsl cpaBHeHHUs (cMm. Tabmuiia 9) mpuMeHsIIOTCS ISl CpaBHEHUs ABYX 3HAYeHUHU.
CpaBHUMBaTh MOXHO JIFOObIe TUIIbI JAHHBIX: YMCIIA, 1aThl, CTDOKA CHMBOJIOB.

PesynbTar oneparuu cpaBHeHuUs — OHO M3 JIOTUUECKHX 3HAUeHUM:

— HCTHHA - 3amucaHHOe BbIpa’keHHe BEPHO;

— JIOJKD — 3anrcaHHOe BbIpaXKeHHe HeBepHO.

Tao6smna 9 — OnepaTopsl cpaBHeHHS

3Hak omeparopa 3HaueHue ITpumep
= PaBHo =6=6
> Bonbie =9>17
< Mesnb1te =A2<C3
>= Bousbliie uimm paBHO =0>=6
<= MeHbllie WM paBHO =P12<=7
<> He paBHO =3<>4

2.6.3 TexkcroBbIii onepaTop

TekcroBbiii oneparop (cM. Tabmwmma 10) wucnone3dyercs st 0ObeMHEHUsS! JAHHBIX W3

TEeKCTOBBIX S4eeK B OJIHY CTPOKY.

Tabmumna 10 — TexcroBrlii onnepaTop

3Hak omeparopa Onucanue IIpumep
& CoenuHsieT CTPOKH U3 IBYX U O0Jiee sgeek B Suetikn: A2 (Moit) u A3 (Odwuc)
HelpepbIBHYIO MOCTIeJI0BATETLHOCTh Dopmyna: =A2&A3
CHUMBOJIOB
PesynbraT: MoitOduc

Ytob6bl 00BEIMHUTL IaHHbIe M3 TpeX U DOoisiee syeek, UCIOJIb3yHTe TEKCTOBBIM OIepaTop

Inepeq KaXJibiIM HOBBIM aipeCoOM STYEHKH.
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2.6.4 OnepaTopsbl CCHIJIOK

Omnepatopsl cceiiok (cM. Tabmuna 11) ucnonb3yroTcst [isi OMMCcaHUsl CChIJIOK HAa JTAANa30Hbl

g4eek. CcbuiaTbCd MOXKHO KaK Ha SYeHKU TeKyliero JirMCTa, TdK 4 Ha STYeHKH APYIuX JINCTOB.

Tabsmma 11 — OnepaTops! CCBLIIOK

3Hak oneparopa Onucanue IIpumep

Omneparop auana3oHa

Co3maet CChIIKY Ha IMATa30H sYeek. =CYMM(B2:C4%)
CraBuTCS MeXx Iy TIepBOM U TIOCTIeTHEH

o (cm. Pucynok 177)
s'9eMKOM rana3oHa

=CYMM(A1:B1:C4:D4) -
CyMMa BCex sTieex,
PACIIOIOXKEHHBIX MEXITY

Al u D4, Brirouas 3Tu d4eiiKu

MozkeT IpUMEHSITLCS IS
00BbeIMHEHHS TUAITAa30HOB sTueek. B
3TOM CJIy4ae BO3BpallaeT Jualla3oH
MeXXIly JIeBOM BepXHel U IIpaBou
HIWWKHeH T9efiKaMU, BKJIIo4as dTU
STYeHKU

(cm. Pucynok 177)

[Tpoben Omneparop nepecedeHust

Co3spnaer ccpuIKy Ha si9ediky, kotopele | =CYMM(A2:C4 B2:D4)
PacCIIOJIOKEeHbI Ha NTepecedeHun
yKa3aHHBIX [JHAlla30HOB

(cm. Pucynok 178)

'‘uMsuIMCTa'! Co3znaet ccpulky sueiky wim quamna3od | =CYMM(B2+'JTuct2'!B2)
siyeeK Ha JIPyroM JIMCTe TeKyIero
IOKyMeHTa

=CYMM(B2:C4+'JIuct2''B2:C4)

(cm. Pucynok 179)

'uMsTrcTa n:uMsuiicta m'! | Co3maer CChUIKY Ha OJTHY U TY XKe =CYMM('SIuBaps_5409:
ST9efKy Ha HECKOJIbKUX JIUCTaX Hexabpn_5409''Al) — cymma
TeKyIero fokymenTa (3D-cchinka) siueek Al Bcex JTUCTOB U3

YKa3aHHOT'O Jradlla30Ha

[Ipu BBozle popMyIl BeIIeIMTe HeOOXOAUMBIN IMANa30H siueek (cM. pasfen 2.2.1), uTobsl He

BBOJIUTH €r0 BPY4YHYIO.
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fx =CYMM(B2:C4) D6 v fx =CYMM(AI:BI: )
B C A B C D

1 1 1 15
1 2 2
1 2 3

1 2 4 15 2 2
3

9l 6 36|
7

Pucynok 177 — Onieparops! 1narna3oHa

D6 v  fx =CYMM(A2:C4 )
A B C D

.

2 3 1 2 4
3 3 1 2 4
4 3 1 2 4
5

6 9l
5

Pucynok 178 — Onieparop nepeceuenust

6 v fx =CYMM(B2:C4+ )
A B C D

1

2 1 2

3 1 2

4 1 2

9

§ | 18|

;

Pucynoxk 179 — OniepaTop CChUIKY Ha STYEHKU JIPYTOTO JINCTa
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2.7 CBogHBbIe Ta0IMIIBI

2.7.1 Co3paTh CBOJHYIO TAOTHILY

CBogHas Tabiwila — 3TO WHCTPYMEHT, KOTOPBIA IIO3BOJISIET NPEICTABIIATH ITaHHbIE U3
OOBIYHOM MJIOCKOM TabIUITHI B yIOOHOM /IJIs aHA/IM3a BU]IE.
[Tpu ucnonb3oBaHUM CBOAHOM TabIMITBI MOXKHO:
— OBICTPO pa3MeriaTh JIaHHbIE M3 CTOJIOIIOB MCXOIHOM TaOJHUIIBI B CTOJOIAX M CTPOKaX
CBOJIHOM TaOJIUIIBI ¥ MEHATh UX MECTaMH;
— [POM3BOAUTH pacyeThl;

— (QuIbTpOBaTh JaHHBLIE.

JlJis co3nanys CBOOHOM TabIMIibl He0OX0IMMO Ipe/IBapUTENIbHO CO3AaTh UCXOAHYIO TabIUIly
— IUIOCKYIO TabuIy ¢ TpeOyeMbIMU JJaHHBIMHU.
[Tpu noaroToBKe UCXOHOW TAabJIMIBI peKOMeH 1yeTCsl YIUThIBATh CllefyIoliye TpeOOBaHHUS:
— Cronbisl B uCX0IHOW TabuHIle T0JDKHBI UMETh 3ar0JIOBKH.
— B npenienax ofHOro cTosbna Tabiriikl peKOMeHyeTCsl UCII0/Ib30BaTh JJaHHbIe B O/IHOM
¢dopmate (cm. paznen 2.4.2.2). Hanpumep, Tonbko B popmate «OOmIHii» UM TOJIBKO B

¢opmare «laTay.

CBOfiHYIO TaOJIUITY MOXKHO CO3/IaTh Ha HOBOM WJIH TeKYIIeM JIUCTe TOKyMeHTa.
YToOBI CO3/1aTh CBOJIHYIO TAOJIUITY, BBHITIOJIHUTE CJIeIyIOIIne JIeMCTBUS:
1. Boigenurte oguH U3 CleAyOMIUX 3JIeMEeHTOB JIJIsl TOCTPOEHHsI CBOJHOM TabIUIThI:
— Jluama3oH HaHHBIX B HMCXOJHOW Tabuuile, HA OCHOBe KOTOPBLIX CJeflyeT CO3aTh
CBOJIHYIO Tabyuity. Jlamna3oH TaHHBIX HEOOXOIUMO BIIEJISTh BMECTe C 3ar0JIOBKaMHU

CTOJIOIIOB.

Jlvana3oH JaHHBIX He MOXKeT COCTOSTb M3 OOHOW CTpOKHU. [lepBast cTpoka

ZMalia30Ha He J0JDKHA COJIeP>KaTh MYCThIe sTUeHKU.

— Slueliky Ha TekylleM JIUCTe, B KOTOPYIO ClleflyeT BCTaBUThb CBOAHYIO TaOiuily. JTa
syerika OyJieT sIBJISITbCSl BepXHel JIeBOW siueiKoM Tabiuiibl. BeiOpaHHas suelika He

JOOJIXXHA COdep’KaTb JaHHbIX.
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HacrosiTennbHO pekoMeH/IyeTcsi OCTaBUTh He MeHee JBYX IMYCThIX CTPOK Hajl
A CBOJTHOM TabyuIei. ITH CTPOKA HEeOOXOIUMBI JjIs pa3MelieHus GUIbTPOB
(c™m. paznen 2.7.2.2).

2. OTKpOITe OKHO CO3/JaHUSI CBOJTHOM TaOJIUIIbI OAHUM U3 CIIeAYIOUIUX CIIOCODOB:
— DBroibepute nyHKT KOMaHAgHOro MeHI0 BcraBka > CBopgHas Tabnuna

(cMm. Pucynok 180).

Beragka @opmar  TaBawua  fan

[ WsoBpameHue...

TekcToBoE None

¢ Ourypa ’

il Awarpanma L
fHl Ceoanas TaBanua..
Fu OyHKUMA..,

Ceownka... Cirl+K

G"."

[ 3ametka
[J Muer

B fara

() Bpewma

Pucynok 180 — IlynkT komanaHoro Mexio CBogHasi Tabmma

— Ha nanenmu wuHcTpymMeHTOB, B pasfieie BcraBka (cm. Pucynok 181) nHaxkmwute

1]
KHOIIKY (CBognas Tabsmma).

B v T T
Dﬂﬂv I @ (_;-) ann
'ﬂ'g w
JlaHHbE Brraska gl

Pucynok 181 — Knorika CBogHas Tadumuna
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— Ha nanemm HUHCTPYMEHTOB, B pa3fjejie BcraBka HaxMuTe KHOIIKY  =e»

(cm.  Pucynok 182). Ha oroOpasuBiieics TMaHeJd BCTaBKU  HaXXMHUTe

L]
KHOTIKY CBopgHag Tadauna.

o~ B8 B4 & b=,

Wzobpaxerue.. ~
TekcToBDE NONE
~ Q
M O 5
Durypa > ICX
Jwnarpanasa > @

CeogHan Tabanua

DyHELMA...

Cobinka...

JameTka

Nuct

Jata

O OWS 2EB O

Bpena

Pucynoxk 182 — Ilanenb BcTaBkU

3. B oxue Co3gats cBomHywo Tabmauny (cMm. PucyHok 183) BeimonHUTE Cilegyroriue
IerCTBUS:

— Ecsnu Ha mepBoM I11are BeIOMpPasach sideiika Jijisi BCTaBKU CBOJIHOM TaOJIUIIEI, TO B TIOJIE

McTouyHnK JaHHBIX yKakWTe UaNa30H JAHHBIX UCXOJHOM TabMIIBI, HA OCHOBE

KOTOPBIX CJIeJTyeT CO3/1aTh CBOJIHYIO TAOJIHITY.
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— Ecnm Ha nepBoM miare BeIOMpasiCsl AuaNia30H JIAHHBIX, TO YKaXXUTe MeCTO BCTAaBKHU

TAOIUITBL:

e HoBbIil JIHCT — BCTaBUTH TaONMIy HAa HOBBIM JUCT. HOBBINM JTHCT co3maercs
aBToMatuyeckd. [lo ymMomuanutio ucty npucBauBaeTcs uMs CBomHas Tabauia
<Ne>, rtme Ne — HOMep CBOAHOW TabGJUIBI B TeKyIleM JIOKyMeHTe.
[Tpu Heo6x0IMMOCTH Ha3BaHUe JIMCTA MOXKHO pelaKTHPOBATh.

e CymecTByronuii JIMCT — BCTaBUTb TAOJIMIly HA JIUCT, KOTOPBIM OTOOpaXkaeTcsl Ha
OKpaHe B HACTOSIIIMKA MOMeHT. B nose YkaxuTe Ha4aIbHYI0 SUeHKy He00X0UMO
BBECTH aJIpec siYeKy, B KOTOPOU TpeOyeTCsl pacloIoXKUTh BEPXHIOIO JIEBYIO STYeUKY
CBOJHOW Tabmumibl. Haj HauanbHOM sTuerKoM JOJDKHO OBITh He MeHee JIBYX ITyCThIX
CTPOK JIJ1s1 pa3aMeliieHust uiabTPoB (CM. pazpen 2.7.2.2).

4. Haxwmure kHonky OK.

Co3pate ceoaHyH TaBnuuy >

AcTouHMK JaHHBIX

'Wexoanas Tabnuua'lA1:D7 s

h—"&:T: |3-3:: oMo eHA T-?:E.'HLI,I:
© Hoswit aver

CyLecTBy LW WA AncT

Pucynoxk 183 — OxHo Co3aaTh CBOJIHYI0 TaOJIHILY
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2.7.2 HacTpouTh CBOJHYI0 Ta0dIHIy

Hacrpoiika cBOgHOM TabIUIBI OCYIIECTBISIETCSI C TTOMOIIBIO TTaHEeJIM YIIPaBJieHHsI CBOJITHOM
tabiuneit (cM. PucyHok 184). [TaHenb yipaBiieHHst COJIEPKUT CIIeTYOIIe BKIIAIKU:
— KOHCTpPYKTOP — C MOMOIIbIO JAHHOM BKJIAJKU ONpeAeNsieTCss CTPYKTypa (BHEITHHUM BU/)
CBOJIHOU TaOIUIIBL.
— IlapaMeTpbl — COJEpXWUT TNapaMeTpbl CBOAHOM Tabmunbl. B Tekyiel Bepcuu
MIPUJIOXKEHHs B JAaHHOM BKJIAJIKe JIOCTYITHO TOJIBKO peJaKTUPOBAaHHWe UCTOYHUKA JTAHHBIX

CBOIHOM TabOJIUIILL.
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I . [mma T
OBuwmi = = ez B v . @ LiJ
sollel iy
o oo Do BH E ﬂg . {uf ee
Yucno Auenkn CeogHanA Ta.. Bcraeka -~
=
H I Q
KoHctpykTop [Napamertpel
fx
A
JocTynHme noan: DUABTREL: =
]
Toeap
Mpynna
MocTaewmnk
Jata nocTaekn
Croabub:
Crpoku: IHauEHWA:
W
>
v
CYMM 0 CP3IHAY 0 MWMH 0 MAKC 0 CHYET3 O Iﬂ = L + 100% hd

Pucynok 184 — [lanensb ynpaBiieHusi CBOJIHOM Tabuuiien

2.7.2.1 OTKpBITH NaHeJIb YIIPaBJIeHHs CBOAHOM Ta0mnei

[Tanenb yripaBiieHHs] CBOJHOM Tabiuileii aBTOMaTHYeCKU OTKPBLIBAeTCSl TPU BbIIEJIeHUN
JI0001 STYeMKU CBOHOM TaO/IUIIBI U aBTOMATHYeCKH 3aKPbIBAETCS ITPH BbIAEJIEHUH JIF000M STYeiKY 3a
npejieJlaMU CBOJTHOM TaOJIUIIBI.

[TaHens ynpaBileHHsI MOXKHO TaKXKe OTKPBITh Y 3aKPbITh BPYYHYIO.

Ecimm manens 3dKpbIBdA€TCd BPYYHYIO, TO dBTOMdTHU4YECKOe OTO6pa)KeHI/IE/CBOpa‘lHBaHI/Ie

IMaHeJIN IIpeKpallaeTcsd A0 ClIeAYIoIIero BXod B IIPUJI0XKeHue.

YTOOBI 3aKpHITH [TaHEJIb BPYUHYIO, BBIIIOJIHATE OJJHO U3 CJIeAYIOLUX JeHCTBUIM:
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B BepxHeli yacTy maHey HaXkMuTe KHOTIKY - (cM. PucyHok 184).

— Ha 6okoBoii ma"enmu Haxxmute KHOTIKY ([ (cM. PucyHnok 184).

YTo06BI OTKPBITH IIaHEJIb BPYYHYIO, BbIIIOJIHUTE CiieJyronjre JeUCTBUS:

1.

BrienuTe Bech [uana3oH WK OJHY/HECKOJIbKO silueeK M3 iuana3oHa CBOAHOW TabIIHUIIbL.

2. OTkpoiiTe MaHeIb OOHUM U3 CJIEAYIONIUX CIIOCOOOB:

— Bribepute nyHKT KOMaHAHOTO MeHIO Jlannbie > HacTpouTh CBOIHYI0 TadIuILy (CM.

Pucynok 185).

Aanneie  Muctpymedte Bug OBwm

3a0aTh MMA...

OBHoBUTE CBOAHYH TaBauuy
HacTpowTe ceogHy TabBauuy

YaanuTe ceogHyo TaBanuy

Pucynok 185 — Komananoe menio [lanHble

— Ha nmaHenmu wuHCTpyMeHTOB, B padneine CBogHas Talumna

KHOIIKY {‘é} HacrpouTs (cMm. PucyHnok 186).

v 06 .
WA HOBEWTE @ \ﬂ - IJEI @ I/_// D
{CZ'} HacTpowTe

CeogHaa Tabauua BcraBka

Pucynok 186 — Knonka Hactpouts

— Ha 6okoBoii maHenyn HaXxkMuTe KHOTKY [|I] (cM. PucyHok 184).

Ha’XMHuTe

- H_IeJIqKOM npaBoﬁ KHOIIKHM MBbIIIHN OTKpOﬁTe KOHTeKCTHOe MEHIO M BbIIIOJIHUTEe

KOMaHy HaCTPOHTL CBOJHYIO Taﬁmmy.

2.7.2.2 HacTpouTh CBOIHYIO TAOJIHILY
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Ilo YMO/TYaHUIO CBOJHAA Ta6JII/IIIa He COIep’XUT OdHHbIX, TdK KdK ee CTPYKTypa He

omnpegenena (cMm. Pucynok 187).

- -

Koncrpyktop lNMapamerph

JocTynHme noas: DuabTpbL

T
CeopHan Tabnuua oeap

Het nonei Mpynna

O6uymi uTor MocTaswmk

WOt = e B W e —=

Jata noctaekn

—
[=]

CronbBup:

—
—

Pervon npogaxm

—
[

Mpogan

— | -
o

CowiT

—
wn

16 Mpubeae

Crpoku: IHaueHus:

WexogHan TaBavua Ceognan Tabavuya 1 GS v

Pucynoxk 187 — CBogHas Tabnuia

YtoObl  oOmpenenuTh CTPYKTYPY CBOJHOM  TaOMUIbl, BOCIOJb3YWTeCh  BKJIAAKOU

KoHcTpyKTOp, pacrosyioskeHHOW Ha NlaHesu yIipaBjieHus CBOAHOU Tabmuiel (cm. Pucynok 187).
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Bxiianka KoHCcTpyKTOp COnepxut ciefyroiiye 061acTu:
— JocTynHble moJis — B 3TOM 00JIaCTH COAEP>KUTCS CIIMCOK BCeX BbIOPAHHBIX CTOJIOIIOB
HCXOJTHOW TabimIel (manee — noJeli). YToObI onpefeiuTh CTPYKTYPY CBOTHOM TaOJIHIIH,
nobaBbTe 1moss u3 obmactu JocrynHbie mosis B o6mactu Ctpoku, CTosonsl, 3HaUeHUs

1 PuabTpsI (CM. TpUMep Ha pucyHke 188).

W - ;s W =

M =2

3 [ pa (o by o [ [ | [ [ [
eSS el |d e e W

W0e =] oon own e P

ot |t |t | b |
B = O

A B c D E F G [
KoHctpykTop lMapametpel
Ll

Ipynna MakapoHb! v HAoctynHeie nons: DunsTpbl:

T [y
Cymma no nomo Mp Hi cronbuoe - |.L.| pynna
Ha3saHUA CTPOK - B Nanwa PoMKM Cnaretth  O6LiA uTor | Ipynna |
Banawmxa 39483 1155 40638
AmuTpoB 80990 2990 20755 104735 Mocraswmk
Mockea 49712 58094 107806 [laa noctaskn
MogmockoBbe 32535 32535 : i
CaHkT-MeTepbypr 4884 40920 45804 | PeruoH npogax | O7OHE
CMoneHcK 21667 21667 )

= | Mpoaanu | Tosap

O6wmii wtor 153008 54596 45065 100516 353185. L

CouT

MpuBeiae

Crpoku: 3HaueHun:
PervoH npogakn Cymma no nonwo M.
Cymma v
v
> Bes gononHKT
WcxoaHan TaGanua CeoaHan Tabavua 1 + v

Pucynoxk 188 — Ilpumep cBoHOM TabIUITEI

Ctpoku — fo6aBbTe B 3Ty 00JIacThb TOJIS, JJaHHble K3 KOTOPBIX OYIYT SIBISITHCS

3aroJiIoBKaMu CTPOK CBOJIHOM Tabmuiibl (cM. Pucynok 189).

pynna MakapoHb

Cymma no nomo MNpogaxu HazeaHwA ctonbuoe -

HazeaHMA CTPOK ~ BepmMlLent Nanwa POMHKM Cnaretth  O6GwWmiA uTOr
Banawmuxa 39483 1155 40638
Omutpos 80990 2950 20735 104735
Mockea 45712 58094 107806
MNogmocHoBbe 32535 32535
CaukT-TleTepbypr 4884 40920 45804
CMIONEeHCH ! 21667 21667
OBwkia uTor 153008 54596 45065 100516 353185

Pucynok 189 — Ha3Banus crpok
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— Cronbubl — n06aBbTe B 3Ty 007acTh MOJIS, JaHHbIE U3 KOTOPBIX OYAYT SIBISTHCS

3aroJIoBKaMu CTOJIOIOB CBOAHOM Tabuilel (cM. Prucynok 190).

lpynna MakapoHbl T

Cymma no nomo MNpogamu HazeaHwa ctonbuyos -

HazeaHuA CTPOK ~ Bepmuwwens Nanwa PoMKM Cnarettn  OBwmia mtor
Banawmxa 39433 1155 4{]638.
Omutpoe 80990 2990 20755 104735
Mockea 43712 58094 107806
MNogmocHoBbE 32535 32535
CaHKT-NeTepbypr 4884 40920 45804
CmoneHck 21667 21667
OBwwia uTor 153008 54596 45065 100516 353185

Pucynok 190 — Ha3zBanust cTon6110B
— 3HaueHmus — /106aBbTe B 3Ty 00JIACTh IOJISI, 3HAYEHUS] KOTOPBhIX OYAYT UCIIOIb30BAThCS

11t pacuetoB (cM. Pucynok 191).

Mpynna MaKapoHbl T

Cymma no nomo Mpopamu HazeaHnwAa ctonbuoe -~

Wte |~ onwn W

P R R O
FNTER L R =]

HazeaHuA cTpoK ~ Bepmuwens Nanwa PomHKM CnaretTu OBwmi uTor
Banawimxa 39483 1155 40638
Omntpos 80920 2990 20755 104735
Mockea 49712 58054 107206
MNoamockoBbe 32535 32535
CanuT-NeTepbypr 4884 40920 45804
CvioneHck 21667 21667
O6WwMiA uTOr 153008 54596 45065 100516 353185.

Pucynok 191 — 3nauenus
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— @uiabTpel — IIpU HEOOXOJWMOCTU 00aBbTe B 3Ty 00J1aCcTh IOJISI, KOTOpble OyIyT
VICIIOJIb30BaThCsl I GWIbTpAllMM JAHHBIX B CBOAHOM Tabmume (cMm. Pucynok 192).

®uUIbTPHl OMOTAIOT 3a/IaTh YPOBEHb JIeTaJM3alliM JJAHHBIX U MEHSIOT BHEITHUN BHJ]

TaOIUIILL.
Ipynna (Bce 3HaueHMA) 7%
Cymma no nomo Npogaxwu Hassauua cronbuos -~ | Haiitn _
HazeaHwA cTpox * AnensCHHEI e
Banauxa OuncTTE BCe 183
OmuTpoB 56606 390
Mocksa
o
NoamocHKoBbe @ Beineuka 335
CanuT-Netepbypr 32264 MakapoHbl
QNDIIE-I.-iCH 2618C Caoum ]
06w miA uTOr 115050 Jo8
DPYKTI

—
wn

iy
(=]

iy
by

—
[==]

Z|B|ls

ra
ra

Pucynok 192 — ®unbtp
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2.7.2.2.1 JIo6aBUTH mOJIs

[Tons u3 obnactu JdocTymHble mojst MOXXHO J106aBUTh B obsacti CTpoku u 3HaueHHsI
BPYYHYIO WJIM aBTOMaTudecku. Eciu mosst mo6aBIIsiFOTCS aBTOMaTHYeCKH, TO OHU PaCIPeesiFOTCS

Mexy obnactsmMy CTpoku 1 3Ha4eHHUs 110 TUITY TaHHBIX:

Ecnu mosne comepXuT TeKCTOBbIe 3HAUeHHMsI, TO OHO Ttepemertiaetcs B 061acte CTpoOKH.

Ecmu none COZIep’KUT YMCJIOBbIE 3HAYeHHs, TO OHO IlepeMellldeTCsd B 0o0nacTh 3HAYCHHUS.

YrobBl aBTOMAaTHYECKH paciipeiejinTb II0JII MeXOy obnacTIMu CTpOKI/I n 3Ha'—IEHI/Iﬁ,

MOCJIeJOBATEeJIbHO BBIIIOJIHUTE OJIs1 KAaXKI0I'0 U3 JJaHHBIX I10JIeH cdlegyromye JeVCTBUS:

1. B obnactu [locTynmHble mojis HaBequTe KypCOp MBIIIM Ha Ha3BaHWe II0JS, KOTOpoe

Tpebyetcst nepemecTuTh B 061acTh CTpoku uinu 3Havenus (cMm. Pucynok 193).

2. Haxwmure kHomKy + (l00aBUTB).

JocTynHme noan PUabTpb
Toeap
Mpynna
MocTaBwme

Jata nocTasku

; S
Pervon n.. + el
| I

b
Mpogaxu
CEwmT
MpuBeine

Pucynok 193 — Kuonka /lobaBuTh

Y1o6bl 106aBUTh mosst B obmact CTpoku M 3HadyeHUs BPYUYHYIO, IlepeTaluTe UX B
COOTBETCTBYIOIIMe 00JIaCTH, YAep KUBas JIeBYI0 KHOIIKY MBIIIY, WIX 110CJIe/I0BaTeIbHO BHIIOJIHUTE
IUISL KaX/I0TO T10JIsl CIlefiyIoNIve JeHCTBUS:

1. B obmactu JdocTrymHble moJiss HaBequTe KypCOp MBIIIA Ha I0Jjie, KOTopoe Tpebyercs

no6aBuTh B 06macte CTpoku wiv 3Hauenus (cM. PrucyHok 194).

2. Haxwmure kHoniky : (Emge).
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3. B orobpasuBiiemcs MeHIO BelOeprTe 00/1acTh, B KOTOPYIO HEOOX0UMO 106aBUTS I10Ie.

JocTynHeie noan: DUABTPR:
Toeap
Mpynna
MocTaBwmeg

JaTta nocTaBkM

[ 1 A 5
i TonBLE!
| PerwoH m.. + & [ ~Teaat

JobaeuTe B dUAETpEI
JobBaeute B cTonBUg
JobaeuTe B CTPOKK

3HaueHWA:
JobaenTe B 3HaYEHKWA

Pucynok 194 — Knornka Eme

Brruncnsiemore IIOJIskA, CO3daHHbI€e B CTOPOHHEM IIPDHUJIOXKEHWH, MOXHO IIepeMeCTHUTb

TOJILKO B 00J1aCTh JHAYeHHU.

HobaBnenue noset u3 obsacty JocTynHbIe 10JIA B APyTHe 00JIaCTH BBIIOJIHSIETCs BpYYHYIO,

aHAJIOTUYHO J1006aBieHuIo nosei B obinact CTpoku v 3HaYeHHus.

2.7.2.2.2 TlepemecTHUTH 10JI€ U3 OHOI 00JIACTH B IPYryI0

[Tepemernienue mosieit U3 OHOW O6JIACTH B JPYTYIO BBITIOJHIETCS BPYYHYO, aHAJIOTHYHO
nobaBneHuto Toyied U3 obmactd  JlocTymHble moJIA B JIpyrde 00JlaCTH  KOHCTPYKTOpa

(cMm. paznen 2.7.2.2.1).
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2.7.2.2.3 VI3MeHHUTH NOPSIIOK PacCIoJIOKeHHUsI 110JIell B 001acTi

B moboit obsacty, kpome ob6isactd JlocTynmHble moJiss, MOXHO W3MEHUTb MOPSAOK
pacIiojiokeHusl ToJiel B criucKe. PacrosiokeHde ToJisi B CIMCKe OIpefiesisieT pacIiojioXKeHue
COOTBETCTBYIOIIETro MOJIsi B CBOJIHOM TabJiuIie.

YT06bI UI3MEHUTD PACIIOJIOKEHHe T0JIsI OTHOCUTEIbHO JIPYTUX TMOJIel B CIIMCKe, TiepeTaluTe
ero B TpebyeMoe MeCTO CIIMCKa, yJIepXKUBasl JIeBYI0 KHOIIKY MBIIIW, WK BBIIOJIHUTE CJelyIollye
JIeHCTBUSA:

1. HaBenuTe Kypcop MBIIIX Ha 110JIe U HaXXKMUTe KHONKY : (Eme) (cm. Pucynok 195).

2. B BblnagaroieM MeHI0 BbibepuTe TpebyeMyro KOMaHy':

— IlepemecTuTH B Ha4aJI0 — [1epeMeCTUTD I10JIe B HAYaJIO CITUCKa;
— IlepemecTHTH BBIIIIe — [IOMEHITh MECTaMU BbIOpaHHOe U IpeJibIAyIIee 1oJIe;
— IlepemecTHTh HH:Ke — IOMEHSTb MeCTaMH BbIOPAaHHOe U T0CIIefyioliiee ToJie;

— HEPEMECTI/ITB B KOHeEII — [lepeMeCTHUTh I10Jie B KOHeIl CITMCKA.

MepeMecTUTe B HaYano
MepemecTyTh BrILE CroaBupi:
MepeMecTUTe HWXe

HE‘FIEME‘CI’MTh B KOHEeL,

HE‘F]EMECI'MTh B 3Ha4eHKWA

3HAYEHWA:
MepemectuTe B CTOAGLUEI

MNepemectuTs B GUALTPEI

Irpynna |0 |

Toeap

JaTta nocTaBkM

Pucynok 195 — Knonka Emge

CocraB KOMdH[/I BBITIaIdIOIIEero MeHI0 oIipeJersaeTcsa MeCTOIIOJIOXKeEHUEeM BbIﬁpaHHOF O I1I0JIA B

CIIMCKe.



532
502220.29144487-2016-01 34

2.7.2.2.4 PepakTupoBarth QyHKIHIO B 00/1aCTH «3HAYEHHUS»

Ins mosisg, kotopoe JobaBisiercsi B 00yiacTb 3HaveHHsi, (QYHKIMS pacueTa JaHHBIX
BBIOMPAeTCsl aBTOMaTHYeCKU:
— Ecnu nose comepXuT 4rCiiOBbIe TaHHBIE, BbiOMpaeTcs GpyHkius CymMa.

— Ecnu nose comepXuT TEKCTOBLIE TaHHbBIE, BhiOUpaeTcs pyHkius KomaecrBo.

YToOBI UI3MEHUTD CITOCOO pacdeTa JJAaHHBIX JIJIS TIOJISA, BHITIOJIHUTE CIIeAYIOIINe JIeACTBUS:
1. B obmactu 3HayeHHs pa3BepHUTE BHINAAAIONIMN CIMCOK QYHKIIMM, COOTBETCTBYIOIIUN
JnaHHOMY 1oto (cM. Pucynok 196).

2. Broibepurte B BbIllalarolieM Clicke TpebyeMyto GyHKIHIO.

Crpoku: 3HaueHun:
Pervon npogasm | Cynaraa ...
Cynnaa v
| [
" Cymma -
Koanuecreo

Koanuecteo yncen
CpegHee
Makcrnyn
MrHKY I

— _ MpownzeegeHne

Cra HOAPTHOE OTEAOHEHNE

Pucynoxk 196 — Cnincok dyHkImi

}:[JIH BBIUMCIISIEMBIX II0JIeM, CO3JAHHBIX B CTOPOHHEM IIpUJIO’KeHHH, daBTOMATH4YeCKHU

BbIOMpaercs ¢yHkins Cymma. Beibop apyroii GpyHKIMU pacueTa JaHHBIX HEAOCTYIIEH.
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2.7.2.2.5 Yoanurhs 1moJie u3 CBOIHOM Ta0 MBI
YT0oO6BI yIAIUTh M0JIe U3 KaKOU-IMO0 006/1aCcTh CBOAHOM TaOIMITbl, BOCIIOJIb3YUTECh OJJHUM U3

CJIeTIONIHX CIIOCOOOB:
Hasegure Kypcop MBI Ha Ha3BaHKe JaHHOIO I0JId U HakMuTe KHONKY [ (VaaauTn)

(cm. Pucynok 197).

Crpoku: 3HaYeHnA:
PervoH n... ]i;\[ : | Cyranaa ...
‘ Cyninaa v

bBes gonoaHKT

Pucynok 197 — Knonka Y panurs

— VYoepxuBasi JIeBYIO KHOIKY MBbIIIM, I[epeTallidre Iojie M3 TeKylled o6Jactu

B 00sacts JlocTynHbIe 1moJs.

Yro6b! yanuTh nose U3 Bcex objacTeil CBOOHOW TabJIMIbI, B KOTOpble OHO J106aBiieHo,

BBIIIOJIHUTE CJIeIYIOIIHe JIeMCTBUS:

1. B obnactu I[OCTYIIHI)IE moJisgs HaBeuTe KypCOp MBIIIN Hd HA3BdAHHWE IOdHHOTO II0JISA

(cm. Pucynok 198).

2. Haxwmure kHOnKy — (YIaauTh U3 CBOAHON TAa0JIMIIBI).

JoctynHwe nona: DUABTpb:
Toeap
lpynna
MocTaBwme

Hata noctaekn

' | Croadue:
| PerwoH .. — | 4
| I,

i
Ml

| Mpogaxu

Pucynok 198 — Knonka YaaauTs U3 CBOZHO Ta0IHIIBI
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2.7.2.2.6 PegakTHpOBaTh HCTOYHUK JAHHBIX

Ecimu Tpebyercsi penakTHpoBaTh MCTOYHUK JAHHBIX CBOOHOM TaOJIUIbI, BBIIOJIHUTE
CJleyrolye qefCTBUL:

1. Ha maHenmu ympaBieHuss CBOJHOM Tabmured BbiOepuTe Bkianky IlapamMerpsi
(cm. Pucynok 199).

2. VYcranoBute kypcop B nosie McTOUHHK JaHHBIX. B JOoKyMeHTe OTKpoeTcsl BKJIaAKa C
VCXOJIHOM Tabmnuiier, U 3HaueHue B 1ojie ICTOUHUK JAaHHBIX CTAHeT JOCTYIHBIM IS
pPelaKTUpOBaHUS. YKa3aHHBIM [IMala30H JIaHHBIX BBIAEJIUTCS B HCXOIHOW Tabuuile
IIBETOM.

3. PepaktupyiiTe 3HaueHWe B nojle MICTOUHHMK MAHHBIX U HaXXMUTe KHOIKY ® wwm

kiapuily Enter Ha kiaBuarype.

-3 Q
KoHctpyktop  [Napametpsl
fx
-
HcToMHWE gaHHBIX: T
1Ej

‘MexoaHaA Tafjnmua'!ﬁ.E:H532| @‘

() MapameTpe ceogHol TaBanLe ckopo
CTAHYT AOCTYTHE AJA PEfaKTMPOBaHKA

[MokazslBaTe MTOrK:
Ana cronbuoe

[na crpok

Pucynok 199 — Bxianka IIapameTpsi
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2.7.3 O0OHOBHUTH CBOJHYIO Ta0IHILY

ObHoBNEeHUe cBOAHOM TabuIbl TpeOyeTCsl BBIIIOJIHUTD, eCIIU:

— Ilpu pabore c NOKYMEHTOM B MCXOJHOM Tabivile M3MEHWIUCh JlaHHble, HA OCHOBe

KOTOPBIX CO3/IaBajlaCh CBOJIHAs TabIHIIA.
— B npunoxennu «MoiOduc Tabmuia» OTKpbIBaeTCsl JOKYMEHT CO CBOJHOM Tabiuiiei,

CO3/IaHHOW B CTOPOHHEM peJlaKTope.

B JaHHOM BepCuM IIpUJIOKEeHHs He COXPaHsaeTCAa Cl)OpMaTI/IpOBaHI/Ie CBOJHBIX Ta6JII/I[I,

CO3/IaHHBIX B CTOPOHHUX pefaKTopax.

YT06b 0OHOBUTH CBOAHYIO TAabJIMILy, BHIIIOJIHUTE CJIeIyIOlIe IeHCTBUS:
1. Boipenure Bech uana3oH WIK OAHY/HECKOJIbKO si9eeK U3 Juana3oHa CBOJHOW TabMIIbL.
2. BeinonHuTte koMaHy OOHOBIIEHUS OJTHAM U3 CJIeIyIOIIUX CIIOCOOO0B:

— Bribepute myHKT KOMaHIHOTO MeHIO JlaHHbIe > OOHOBHTH CBOIHYIO TAa0uIy (CM.

Pucynoxk 200).

Janneie  MrcTpymedte Bug OBww

3apath MMA...

OBHoBWTE CBOLHYH TaBauuy

HacTpowTe ceogHy Tabauuy

Pucynok 200 — KomanaHoe MeHio [lanubie

— Ha nmaHenmu wuHCTpyMeHTOB, B pasnerne CBogHasa Tabauma HaXMUTE

KHOIIKY ¥ 3 OBHOBHTD (cm. Pucynok 201).

¥ 06 -
oA HOBWTE @ \ﬂ . IJE‘ @ I{_: D
{'I:'} HacTpouTe

CeogHan Tabauua BcraBka Ll

Pucynok 201 — Knonka O0HOBHUTH

- H_IBJ'I‘-IKOM npaBoﬁ KHOIIKKM MBIIINX BbI3OBHUTE KOHTEKCTHOe MEeHIO W BBIIIOJIHHUTEe

KoMaHy OOHOBUTB CBOAHYIO Ta0/IUILY.
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—  Ecmu CBOJHAas Ta6m/1ua CO31dHA B CTOPOHHEM IIpUJIO’KeHKWH, Had IIdHeJIU YIIPpABJIEHUA

CBOJIHOY Tabmuielt HaxxMuTe KHONKY O0HOBHTH (cM. Prucynok 202).

wm TR GDEHDBMTI: @
E @ % 'EQ v {:} HactpowTe o

CeogHan Tabavwa BcTaBka

>

o =

KoHctpykrop lNMapametpei

2 0O

A
i
':D McxogHbie gaHHBIE M3MEHMAWC b, 1]
O6HoeuTe, 4TOOR! 3arpPY3nMTE AKTYaNEHLIE
AdHHBIE, @
OBHoBKTE
JoctynHbie noan: D uaLTpH:
Toeap

Pucynok 202 — Knonka O0HOBUTH

B naHHOH BepcuM NPUJIOXKEHUS CYIIECTBYIOT CJlefiyIolllie OrpaHWYeHHs IpU OOHOBIIEHUH
CBOJHBIX TabJINII, CO3[JaHHBIX B CTOPOHHUX pPeIaKTOpax:
— He nopnepxuBaercs cBopauMBaHMe M pa3BOpPAaYMBaHWe YPOBHEM CBOJHBIX TaOJIHII.
ITpu o6HOBNIEHUM TabIIMIIBI BCe CBepHYThIe YPOBHU aBTOMAaTUYeCKH Pa3BOPaYUBaIOTCSI.

— He Iogaep>XXrBaeTCA MCII0JIb30BaHKWE BBIYHMCIIIeMbIX 3JIeMEHTOB.
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2.7.4 YnanuTs CBOIHYIO TabIHIy

YTOoOBI yIanuTh CBOJIHYIO TAOJIMITY, BBIIIOJIHUTE CIIeAYIOIIe 1eCTBUS:
1. Beimenurte Bech AMAINA30H WM OAHY/HECKOJIbKO siueeK M3 Auaria3oHa CBOIHOM TaOIUIIbI.
2. BprinonHuTe KOMaHAy yIalleHHs OJTHUM U3 CJIeIyIOIINX CII0COOO0B:

— DBroibepute nyHKT KOMaHIHOTO MeHIO JlaHHBIe > Y[@ajauTh CBOJHYI0 TaOIHILy

(cMm. Pucynok 203).

Jannme  MHctpyments Bug  OBww

Jagate 1mA...

OBHoBMTE cBOAHYH Tabauuy
HactpowTe ceognyo Tabauwy

YaanuTte ceoaHyo TaBauy

Pucynok 203 — Komananoe mesio [lanHble

— Ha maHenmu wHCTpyMeHTOB, B pasnene CpBogHas Tabiamia HAKMUTE

KHOIIKY @ (Yaanurs cBomHyI0 Tabsmny) (cM. PucyHok 204).

v 06 .
WA HOBEWTE @ \ﬂ - IJEI @ I/_// D
{CZ'} HacTpowTe

CeogHaa Tabauua BcraBka b

Pucynok 204 — KHornka Y 7aJiuTh CBOHYIO Ta0JIHILy

— IlenmukoM mpaBOM KHOIIKK MBIIIM BBI30BUTE KOHTEKCTHOE MEHIO UM BBIIOJIHUTE
KOMaH/ly Y AaJINTh CBOJHYIO TabIuILy.

— Haxwmure kiiaBuiry Delete Ha kiiaBuartype.
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2.8 IlmarpamMmsl u rpadpuku

2.8.1 BcraButh auarpammy/rpadpux

Tabmu4HbIN peakTop MPeloCTaBIIseT BO3MOXKHOCTh CO3[JaHUs M peJaKTUPOBaHUs AUarpaMm

Y rpad¥KOB Pa3jIMYHOrO THUIIA.

YTo06BI CO31dTh AXAIrpaMMy WA Fpa(l)I/IK, BBITIOJIHUTE CJIeAyIolire JIeVICTBUSI:

1. Beimenurte nuamasoH, MO JaHHBIM KOTOPOTO HEOOXOJWMO MOCTPOWThH AWArpaMMy WU

rpaduK.

2. BpblinonHUTe KOMaH/ly BCTaBKHU AuarpaMMbl/TpadrKa OJHUM U3 CIIeAYIOIIMUX CIIOCODOOB:

— Bribepute nyHKT KoMaHHOrO MeHIo BeraBka > Jlmarpamma (cM. Pucynok 205).

Beraeka @opmar  TabBawua  [Jandsie Wectpymente Bug  OBuwwia g

B

@ m OF %

Wzobpaxmerne... .. v 12 v AT
TekcToeoe none A
_—

Durypa 3 Y4 AR T - v
Awnarpamma P [a Tluctorpamma »
CeogHan Tabavua... B fluHeluaTan guarpamma r
DyHKLMA... X [paduk r
cc Cirl=k gd [Jwarpamma ¢ obaacTAMK k

BAIKA. .. rl+
JaneTra &  Kpyrosan guarpamma
Nuer
fata
Bpemna

Pucynoxk 205 — IlynkT komanaHoro meHto JfluarpamMma
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— Ha manenu uncTpymeHTOB, B pasdzeiie BeraBka (cMm. Pucynok 206) HaXXMUTe KHOTIKY

m (Muarpamma).

B v ? T
o - g &5 B3 &
JlaHHbIe MicTorpamma

NMuneitvaran guarpamma

Mpadrk

> = |~

¥ = &

Juarpamma ¢ obnactamm

Kpyrosan gwarpamma

Pucynok 206 — Knonka Jlmarpamma
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— Ha manenu HUHCTPYMEHTOB, B pa3fjejie BcraBka HaxMuTe KHOIIKY  =e»

(cMm. Pucynok 207). Ha oTo6pa3uBiiierics 1aHeI BCTaBKU HaBeIUTe KypCop MBIIIN Ha

KHOIIKY m Muarpamma.

SCvE maE=m By ¥
H v B oH P e~

Avenkn

oo~ 05 B9 & b= .

MzobpaxeHne... -~

¥

&
0

TekcToBDE None

-

Durypa ¥ ]FX.

-

MmcTorpamma

Awarpana ¥ @

=
| —|
| |

| = -
|‘L |I= |ll I CeogHan Tabamua
NMunelvaran guarpamma jfl:}( DyHKLMA...
[ (1] [ 1]
- [T T )
(_{ Cemnka...
Mpaduk
@ JameTra
oA |E§: ~
D Muer
o - —
|‘\‘\"'f/K |"‘* |"A': —n
Jwarpanma c obaacTamm —
Q_’J Bpema

e = |

Kpyroean guarpanma

=

Pucynok 207 — Ilanenb BcTaBKkU

3. B oTkpeiBIIEeMcsl IOJMeHIO BbIbepuTe TpebyeMblii THI IMarpaMMBbl WK TpadukKa.

I'paduk/nuarpamma chopMupyeTcs: aBTOMAaTHYeCKH T10 [eHTPY BUAUMOM 00J1acTy TabIIUIbL.
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HaHHbIe, HCIIOJIb3yeMble JIAd IMOCTPOEHHU, IOACBEYUBAIOTCA HAa JIMCTe IBE€TaMH, KOTOPbIe

COOTBETCTBYIOT psiiaM JJaHHBIX rarpaMmbl/rpaduka (cMm. Pucynoxk 208).

L =T TN = LY B S

R R e T R e R
L R T R N I = =T - - I N IR - TR ¥, R - FC I N R -]

A B C D E
Kareropua 1 4,2 2.4 2
Kareropua 2 25 4.4 2
Kareropusa 3 3.5 1.8 i3
Kareropusa 4 45 2.8 5

o

ol

[S=]

—

0 Panl [ Pag2 [ Pan3

bkl

Kareropus 1 Kareropua 2 Kareropua3 Kareropus 4

Pucynok 208 — Jluarpamma

2.8.2 3smMenuTh THI THAarpamMmMel/rpadpuka

Ecmu Tp66YETCSI U3MEHUTb THII CO3JaHHOH JAUarpaMmhbl, BbBIJIEJINTE ee. Ha mnanenu

VHCTPYMEHTOB, B pa3fiejie JluarpaMma Ha)KMUTe Ha KHOIIKY, COOTBETCTBYIOIIYIO TpebyeMoMy THITY

AUArpaMMBbL:

Ty ('mcrorpamma) — uTOOBI IIPe0OpPa3oBaTh TEKYIIYIO JHArpaMMy B THCTOTpaMMy

YKAa3dHHOT'O THIId WJIW U3MEHUTH TUII TeKy'H_[eﬁ THCTOTPAMMBI (CM. P HCYHOK 9)

daHHme

WHetpymenter Bug  OBwwi goctyn  HagcTpoiikn

Cnpaeka

m

MMCTOrpamMma © rEynnupoBKoi

MucTor [ramma C HakonaeHem

HDPMHF}DB‘EHHEH FMCTOr paMMa C HakonneHem

[-Mn

Moe=mnamda

Pucynok 209 — Knonka I'mcrorpamma

I CeogHan Tabnvua
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— |= (/Inneitgaras auarpaMma) — 4YTOOBI IpeoOpa3oBaTh TeKYIIyl [AWarpaMMy B

JIMHENYATyI0 JAMarpaMMy YKa3aHHOTO THIA WM U3MEHUTb THI TeKyIed JINHeHdaTou
nuarpammel (cMm. Pucynok 10).

TaBavwua  [fannwe MHcTpymedTH

Bug OBwmit goctyn  Haactpoikw  Cnpaeka
I'_i v (= ‘E} e‘ @HH{TF}DHTI:

o CeogHan Tabavua
T

|n|-||-| ..

NuHeivatan guarpamma C rpynnapoBkei
Awnarpam

1] e
. NunHelvartan AWarpamMma C HakonmeHWeEM

HDFIIMHFIIDBEHHHH NUHEeNuaTan AWarpamma C HakonaeHWem

Pucynok 210 — Knonika JInneiiyatas nuarpaMmma

— @ (Kpyrosas nuarpamma) — 4To6bI Ipeo6pa3oBaTh TeKyIyIo JMarpaMMy B KPYTOBYIO
JIMarpamMmmy.

[ (luarpamma ¢ oGaacTsiMk) — 9TOGH TPeOBPA3OBAaTh TEKYIIYIO AHArPaMMy B

JMarpaMMy C oOJIaCTSIMHM YKa3aHHOTO THIIA WM M3MEHUTh THI TeKylled AUarpaMmbl C
obmnactsamu (cMm. Pucynok 12).

Tabavua [JdadHsie  WMHCTpymeHTH

Bug OBwwi goctyn  Hagctpodkw  Cnpaeka

I'_i h Ii b e‘ {ﬁ}' HacTponTs U
Awnarpamma v E CeogHan Tabavua
|£ w |E \ISE % YaannTte ‘ M

Ouarpam

B [uarpamma c obracTamm
B2 [uarpamma ¢ oBAacTAMK W HAKOMAEHWEM

= HDF}MHPDBEHHHH Auarpanma C 0BNBCTAMM W HAKOMAEHWEM

Pucynok 211 — Knonka Jluarpamma c obJracTaMu
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YtoObI mpeobpa3oBaTh TEKYIIYIO AMarpaMMy B rpadpUK yKa3aHHOTO TUIA WIA U3MEHUTD TUII
TeKyllero rpagprka, HOXXKMUTE Ha KHOIIKY Ea (I'padux) u BbibeprTe TpeOyeMblit THUN rpaduKa U3

BbINa/1atonero cnucka (cm. Pucynok 11).

TaBawua  [fannwe WHetpyments Bug  OBwwi goctyn  Haactpoikw  Cnpaeka
I'_i ™ IE v @ ":‘E'} Hactpoute
. |:|[||:| Duarpamma v T| CeogHana Tabavua

|£ v |E w @b ¥nanute
3

|£ lpadwk

M
B
T

paduk © HakonaeHHEM

2]

HoprvpoBaHHBIRA rpaduk © HEKoNAEHHEM

E3

lpadwk © Mapkepami

E3

padWk C HAKONASHUEM W MaPKERaMK

i

HopunposaHHe i rpadui © HEKOMIEHWEM W MAPKEPaMI

Pucynok 212 — Knonika I'padpux

2.8.3 U3MenuTs quamna3oH JaHHBIX

[Tpu Heo6x0IMMOCTU MOXKHO M3MEHUThb JIMalla3oH JIAaHHBIX, KOTOPBIA MCIIOJIb30BANICS IS
IIOCTPOEHHUs I[epBOHAYAJIbHOWM Jauarpammbl/rpaduka. Ilpy sTtomM nuarpamma/rpaduk  Oyner
IIlepecTpoeH B COOTBETCTBUU C HOBBIMU I'DaHUIIAMU IMaIla30Ha.

YToOBI M3MEHUTH UAIa30H, BHIIIOIHUATE CIlelytollre 1eHCTBUS:

1. Boigenure nuarpamMmy/rpaduk.

2. 3axaB JIeByI0 KHOIIKY MBIIIY, Ilepe[JBUHbTe YIJIOBOM MapKep [uana3oHa AaHHBIX,

KOTOpble HCIIOJIb30BaJIMCh [UIsl TIOCTPOEHMS JuarpaMmbl/rpaduka. YTIJIOBOM MapKep
ZiMara3oHa MOXKHO Ilepe[JBUraTh B JIF0OOM HallpaBJleHWU: BIIPAaBO, BJIEBO, BBEPX, BHU3.

3. OrtmycTuTe JIeBYyI0 KHOIIKY MBIIIH, YTOOBI 3aMKCHPOBATh I'PAHUIbI HOBOTO JTMalla30Ha.

Takoke MOXXHO BHECTH KOPPEKTHBBI B 3HAuU€HUs siUeeK, MCIOJIb30BAHHBIX ISl TIOCTPOEHUS
nmuarpammbl/rpaduka. I'padryeckoe nzobpakenue Oyaer U3MeHeHO aBTOMaTUYeCK! B COOTBETCTBUU C

HN3MeHeHHUSAMH, BHeCeHHLIMHU B JIeTeHY.
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2.8.4 3mMenuTsh pasMep quarpamMmmel/rpadpuka

J1nst u3MeHeHUs1 pa3Mepa quarpaMMbl/TpaduKa IIeJIKHUTE 110 HeMY JIeBOM KHOTIKOM MBIIIN U
repeTanuTe KOHTPOJIbHBIA MapKep B HY>KHOM HaripaBjieHuu (cM. Pucynok 213):

— U1 U3MEHeHUs BBICOTHI UCIIOJIb3YUTe BepXHUN U HYDKHUN MapKephl;

— U1 U3MEeHeHUs IUPUHBI UCIIOJIb3YiTe NIPaBbIi U JIeBLIN MapKepEhl;

— I TNPOIIOPHYOHAJIBHOI'O HW3MEHEHHUA BBICOTbI W HIMPHUHBI I/ICHOJIBBYI‘;ITE YTJIOBbIE

MapKepBhl.
C\ f)
L =y
5
4
3
2
® !
1
0
Karteropus 1 Kateropus 2 Kareropua 3 Kareropus 4
M Pagl [ Pam2 [ Pag3

Pucynok 213 — V3MeHeHue pa3mepa 1rarpaMMbl

2.8.5 IlepemecTuTh AUarpamMmy/rpadpux

HuarpamMmy/rpadyk MOXKHO IlepeMelaTh CIeAYIIUMHU CII0CO0aMu:
— IlepeTacKUBaTh, yJIepXXKUBasl JIEBYIO KHOIKY MBIIIIY;
— IepeMellaTh CTPOro M0 BePTUKAJIM WX 110 TOPU30HTAJIU C IIOMOIIbIO KJIaBUll «—, T, |, —

Ha KJIaBUaType.

[Tpu nepemertiennu UarpaMmbl/Tpadrka C TOMOIIbIO KIIABHIIT «<—, T, |, — IIaT IepeMelleHus
3aBUCUT OT MacITaba JOKyMeHTa:
— ecu Macirad < 539%, To mar = 4 MuMm;

— eciu macirad > 539%, To miar = 1 Mm.



545
502220.29144487-2016-01 34

Yro6bl yBeNWUYUTH WIar, IlepeMellalTe AWarpamMMy/rpaduk KiaBumamu <—, T, |, —,
ynaepxuBasi Haxkatol kiasuiry Shift. B nanHoM cityyae 1mar nepemeriienvst 6yzieT paBeH:
— eciu mMacirab < 539%, to mar = 4 cM;

— eciu maciarad > 539%, to mar = 1 cm.

2.8.6 Hactpouts nuarpammy/rpadpux

YToObI IepeiTH K HACTpOMKaM IUarpaMMbl/TpadyiKa, BBITIOJIHUTE ClelyIoIiue JeHCTBUS:
1. Breigenure guarpamMmy/rpaduxk.
2. Orkpoiite okHO HacTpoiiku nuarpaMmsbl OJIHUM U3 CJIEIYIONIMX CIIOCOOOB:
— Ha nanenu UHCTpyMeHTOB, B pa3fiesie JluarpaMMa HaXXKMUTe KHOIIKY {0} Hacrpouts
(cm. Pucynok 214).
— Illenkuure 1o guarpamMme/rpaduKy MpaBO KHOIKOM MBI Y BBIIIOJIHUTE KOMaHAY

KOHTeKCTHOro MeHio HacTpouts quarpammy.

B XD B & MVE,‘,@J .
1] Nuarpamma |

= A I [# v | v % VaanmTe
dain Mpaeka Awarpamma BeraBka
v fx
A B C D E F G H

1 |Kareropms 1 42 24 2]

2 |Kateropms 2 2.5 44 2

3 |Karteropma 3 THE 1.8 3

4 |Kareropus 4 4,5 2.8 5]

5 B B
6

7 5

]

> s L] I

10 o  Bripezats Ctrl+X
11 3 Kenwpoeate Ctrl+C
12

13 ) ¥aanuTe Anarpammy

14 - Ha{TF}GHTb AWarpamny’

15

16 1 MevaTk BoigeneHHOH OBABCTH. ..

17

18 0

19 Kareropual Kareropua 2 Kateropua3 Kateropua 4

20

?2 WPsal W Piz2 M Psa3

23 _

Pucynok 214 — Ilepexon k HacTpo¥ikaM AuarpaMmmbl/rpaduka
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OTKpOETCﬂ OKHO HaCTPOﬁKH AUdrpaMMmabl, KOTOpOe COOepKUT ClieAyrolire MHCTPYMEeHThL

(cM. PucyHok 215):

JInamna3zoH — UI3MEeHUTD JTUATIa30H JJaHHbIX, GOPMUPYIOMINX AUarpaMMy/TpaduK;
HaszBanmue — yka3aTb Ha3BaHHe, OTOOpakaeMoe Ha ruarpamme/rpaduke;

3ajaiiTe cepuH — yKa3aThb CIIOCOO pa3MeIeHrs] UCXOAHBIX JAaHHBIX JHarpamMMbl/rpaduka
(o cronbiiaM, Mo CTPOKaM);

Ilopmucum — ykasarh CrHoco® pa3MellleHUs] TOANMCEH IIKaJibl JharpaMmbl/Tpaduka

(B IepBoii CTPOKe, B TIEPBOM CTOJIOIIE).

Hactpofkn guarpammel >

AwanasoH

A1:D4 S

HasgaHue

JanakiTe cepum

© Cronb Lkl CTpoKK

Mognucu
MNepeana crpoka

(v Mepewiid cronbel

Pucynok 215 — Oxno Hacrpoiiku quarpamMMsl
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2.8.7 Ypamuts nuarpammy/rpadpux

YToOb! yIanuTh quarpamMmy/rpaduk, BHIMOIHUATE CIIeAYIOIIHe AeiCTBUS:
1. Brimenure guarpamMmy/rpaduxk.
2. Ynanute guarpamMmy/rpadpuk OJJHUM U3 CJIeYIOIIKUX CIIOCODOOB:
— Ha nanenu uHCTpyMeHTOB, B pa3nene JluarpaMma HaOXXMUTE KHOTIKY |ils, Y pamuTs

(cMm. PucyHok 216).

TaBawua fJanneie  WHctpymente  Bug  OBwwid goctyn  Hagctpolikn

Ii_ v E w “ {@} HactpouTe
Iﬁ v |E w @b Y¥aanute

Awnarpamma BcTaska

Pucynok 216 — Knonka Y gaaurb

— IlpaBoii KHONIKOM MBIIIN IIIeJIKHUTE 110 JuarpaMme/TpaguKy U BBIIIOJIHUTe KOMaHAY
KOHTEKCTHOT'O MeHIO Y JaIuTh fuarpammy (cMm. PucyHok 214).

— Haxwmure kiaBuiy Delete v Backspace.
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2.9 N3o0paxkenus

B noxymeHT M0>XHO 1006aBIATh U306pakeHusI:

—  C KOMIIbIOTEpa;

— u3 OpaysepoB Google Chrome, Firefox, Internet Explorer u Microsoft Edge;

— U3 TEeKCTOBBIX U TaOIWYHBIX PEeAaKTOPOB, BXOISIIUX B COCTaB OQHCHBIX IaKeTOB

Microsoft Office u LibreOffice.

[TopnepxuBaercs pabota ¢ uzobpakenusmu B popmarax PNG, BMP, JPG, JPEG, JPE, GIF
u TIFF.

2.9.1 BcraBuTh H300paxkeHue

2.9.1.1 BcraBuTh H300paxkeHne C KOMIBIOTEPa

YToObl BCTaBUTh B JOKYMEHT H300pakeHHWe C KOMIIbIOTepa, BBINOJHUTE ClleJlyIolye
JeUCTBUS:

1. BeigenuTte TO MeCTO B IOKyMeHTe, KyZla HeOOXOJIMMO BCTaBUTh U300pakeHue.

2. BpblinonHUTe KOMaH/Ty BCTaBKH OJIHUM U3 CJIEIYIONIHUX CIIOCOOOB:

— Bribepute nyHKT KoMaH/iHOTO MeHI0O BeraBka > M3o0paxenue (cM. PucyHok 217).

Beraeka  ®opmar  TaBawua  [fan
Wzobpamerne..,

TekcToeoe none

¢ @urypa b

il Awarpamma 2
fH Ceocanas TaBauua...

Fu DyHEUMA...

¢ Coonka... Ctrl+K
JameTka

Nuer

[Jata

Epenn

@ 90>

Pucynok 217 — Komangnoe menio BecraBka
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— Ha nanenmu wunHcTpymMeHTOB, B pasfieie BcraBka (cm. Pucynok 218) nHaxkmute

KHOIIKY (A300pakenmue).

L A
? (1
oo~ 5 &4 &

JlaHH b Brraska ~

Pucynok 218 — Knomnka H3o0paxkenue

— Ha manenu HMHCTPYMEHTOB, B pa3jejie BcraBka Haxmure KHOIIKY

o L]
Ha oro6pa3uBiieiics IaHelud BCTaBKM HaXXMHUTe KHOIIKY N3o6pazkenue

(cMm. Pucynok 219).

B v ? T
ﬂﬁ “ \ﬂ v @ 6/) o 4
@ Wzobpamerne... % -~

T TekcToBOE NoAE
) Q
@ Durypa »

Pucynok 219 — Ilanenb BcTaBku

2

3. B okHne ¢aitsioBoro MeHekepa BoioepuTe n3obpakeHue, KOTOpoe He0OX0JIUMO BCTaBUTh,

" Ha’KMUTE KHOIIKY OTKprTI).
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2.9.1.2 BcraBuTh H300paxkeHye U3 dOpay3epa WIH IPyroro pefakTopa

YtoObl BCTaBUTH U300pakeHHWe U3 Opay3epa WIA [JPyroro penakTopa, BBINOJIHUTE
CleflyIolye NeiCTBUL:

1. CkonmpyiiTe n3o0pakeHre U3 UCTOYHUKA.

2. Beigenure To MeCTo B JOKYMeHTe, Ky/la He0OOXOJMMO BCTaBUTh M300pakeHHUe.

3. BcraBbTe n3obpakeHre OJJHUM U3 CJIeAYIOIIHUX CIIOCOO0B:

— Bribepute nynkT komaniHoro Mesto IlpaBka > BeraButhb (cM. Prcynok 220).

Mpaeka Beraeka @opmar  Tabavua  Jaddse  MHerp

T OTmeHuTH Ctrl+Z
" TMoetopuTh Ctrl+Y
oo Bmpesath Ctrl+X
Kenuwpoeate Ctrl+C
E BrraenTe Cirl+V

Pucynok 220 — Komananoe mento IlpaBka

— Ha nanenu uHCcTpyMeHTOB, B pasjiesnie IIpaBka HaXkMUTe KHOIIKY I (BcraBuThb) 1m
HAXXMHTE CTPeJIKy CIpaBa OT KHONKM [[] (BCTAaBHTB) M B BBHIIQJAIONIEM CIIHCKE

BbIOepuTe koMaHy BeraButh (cM. PrucyHnok 221).

Dailn  [lpaeka Beraeka @opmar  Tabowua  fJannwme Mot

h .;-"Q; @9 é HO Thames

= v O C )
ﬁ BeTaguTe

®ann Mpaeka
BeTaguTe 3HaYeHWA W dopnat

H5 v fx
BcTaenTh ToNbKO 3HAYEHKWA

A
F |

Pucynok 221 — Knonka BcraButhb

— IlenmukoM NpaBOM KHOIKM MBIIIA OTKPOHTE KOHTEKCTHOe MEHIO M BBIIOJIHWTE

KOMaHy BcraButhb.

— Haxwmure coderanue knaBuin Ctrl+V / $Cmd+V Ha kiaBuarype.
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2.9.2 3MeHUTH pa3Mep H300pakeHH s

Pazmep n3obpakeHrss MOXXHO U3MEHUTD C COXpaHeHHeM UM 6e3 coXxpaHeHUs TPOIIOPIIUH.
YT0o6bI N3MEHUTD pa3Mep M300pakeHUs C COXpaHeHHeM POIOPIIHA, BBIIIOJIIHUTE ClIeIyIOoIIue
IeUCTBUS:
1. Beigenure nzobpaxkeHue, pa3Mmep KOTOPOro He0OX0IUMO U3MEHUTh.
2. VYpepxxuvBas JIeBYIO KHOIIKY MBIIIIH, IPOTSIHUTE JIF0O0M M3 YIVIOBBIX MapKepOB PaMKHU Tak,
YTOOBI U300pakeHre MPUHSIIO HeoOXoAUMBIHM pa3mep (cM. Pucynok 222).

3. OrtmycTuTe JIeBYI0 KHOIIKY MBIIIH, YTOObI 3adUKCUPOBATh HOBBIM pa3Mep U300pakeHusl.

A B C D E

1

2 £ g 7
3

4

5

6

7 @ @
8

9

10 - '

= MorOduce

12 L,f - %ZI
13

Pucynok 222 — V3mMeHeHure pa3Mepa n3obpakeHHsl C COXpaHeHHeM IIPOIOpIUi

Yrobbl M3MeHUTb pa3Mep u300pakeHUs1 0e3 coxpaHeHUs NPOMNOPLUM, BBIIOJIHUATE
CJIeyouye qeCTBUL:
1. Beimenure n3obpaxkeHure, pa3mep KOTOPOTO HEOOXOAUMO U3MEHUTb.
2. VYpepxuBas JieBYIO KHOIIKY MBIIIM, IlepeMecTUTe OJWH W3 MapKepoB paMKH
M300pakeHUsI:
— IS M3MeHeHUs BBICOThl M300pakeHUsI llepeMeCcTHUTe BepXHUM WM HIKHUN MapKep
paMKu;
— JUIsl U3MeHeHMsl HMIMPUHBI W300pakeHUs! IepeMeCcTUTe JIeBbIM WM TpaBbli MapKep
paMKu.

3. OrtmycTuTe JIeBYIO0 KHOIIKY MBIIIHY, YTOObI 3adHKCUPOBATh HOBBIN pa3Mep U300pakeHusl.
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A B C D E

1

2

3

4

5

6

7

8

9

10 o »

= MorOdunc

12 & jE &
13

Pucynok 223 — U3MeHeHure pa3mepa nzobpakeHus 6e3 CoxpaHeHHUsI TPOTIOPIIUiA

2.9.3 IlepemecTuTh H300paKeHHE

H3o6paxkeHrie MOXXKHO TiepeMeIiaTh CJIeAyoIMME CliocobaMu:
— TepeTacKWBaTh, yIep>KUBas JIEBYIO KHOIIKY MBIIIIH;
— TIepeMeInaTh CTPOro MO BEePTUKAIN WK TI0 TOPU30HTAJTH C IMOMOIIBIO KJIaBHIl «—, T, |, —

Ha KJIaBUaType.

[Ipu nepemerienuu n3obpakeHusi C TIOMOIIBIO KJIaBUIl <«—, T, |, — IIar nepemerieHus
3aBHICHUT OT MacITaba JOKyMeHTa:
— eciu Maciarad < 539%, To mar = 4 MuMm;

— ecnu Macutad > 539%, to mar = 1 MM.

YToOBI YBEJIMUUTH IIAT, TIepeMelliaiTe U300pakeHre KJIaBUIIaMu «—, T, |, —, ylIepkuBas
HaxxaToy kiasuiry Shift. B nanHoM citydae miar nmepemeliieHus 6yieT paBeH:
— ecimm Macitab < 539%, To mar = 4 cM;

— ecnu Mmacirad > 539%, to mar = 1 cm.
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2.9.4 CoxpaHuTh H300pakeHHe

H3o6paxkeHue 13 JIOKyMeHTa MO>KHO COXPaHUTb Ha KOMITIbIOTepe.
J1J1s1 3TOTO BBINIOJIHUTE CIIe[lyoIlire 1eHCTBUSL:
1. Beigenute uzobpaxkeHue.
2. BbInonHKTe KOMaHAy COXpaHeHUsl OJHUM U3 CJIeAYIOIINX CIIOCOOO0B:
— Bribepute nyHKT koMaHaHOTO MeH0 Popmar > CoxpaHUTh H300paKeHHe

(cm. Pucynok 224).

Qopmar | Tabavua  JanHwe  Md

WpndTe r
BmpaeHueanne r
Uncnosoi dopmar...
MoeopoT TekcTa r
OBnacTe nevaty 4
CoxpaHuTte nzobpaxedue..

Pucynok 224 — Komananoe mento ®opmar

— OrTkpoiiTe KOHTEKCTHOE MeHIO IeTYKOM TPAaBOM KHOIKH MBI U BBIIOJIHUATE
koMaH/ly CoxXpaHUTH H300paxkeHuUe.
3. B oxHe daiioBoro MeHe»kepa BbIOepuTe ManKy JijIs COXpaHeHUsl, yKaxkute uMsl daitsia u

Ha’XMUTE KHOIIKY COXpaHPITI).

H306pakeHre coxpaHseTcs B UCXOHOM pa3Mepe.

Ecnu uzobpaxenue 661710 06pe3aHo B JOKyMEHTE C MOMOIIbI0 CTOPOHHET0 TTPUIIOXKEeHU S,

TO OHO COXPAHSIeTCsl B UCXOJIHOM (10 06pe3Ku) BUJIe.
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2.9.5 Ypanurts uzo0paxenue

YTo0b! yIanuTh U300pakeHre, BLITIOJTHUTE CIIeIyIOIIye TeHCTBUS:
1. Beigenurte nzobpaxkeHue, KOTOpoe HEOOXOUMO YIAIHUTh.
2. BrImonHMTE KOMaHAY YOAJeHUs OJTHUM U3 CIIeYIOIIUX CIIOCOOO0B:
— Ha manenu uHCTpyMeHTOB, B pasnesne M3oopaxkenme (cM. PucyHok 225) Hakmure

KHOTIKY & (YmaauTs n3odpaxeHnue).

Dailn  [paeka Beraska Qopumar  TaBavwua  fJanHwe
voo% @& 4
= v D C

Pann MpaBka Maobpax...

Pucynok 225 — Kxomka YaaauTs uzodpaxkenue

— HlenxkuuTe MO M300pakeHWIO TMPABOM KHOMKOW MBI UM BBIIOJIHATE KOMaHIy
KOHTEKCTHOTO MeHIO YJaJIuTh H300pakeHuUe.

— Haxwmure kiiaBuiry Delete v Backspace Ha kiaBuaType.
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2.10 duryps1

B JAOKYMEHTBbI MOXHO )106aBJI$ITI> (l)I/IprbI cJleyromux TUIIOB: IPAMOYI'OJIbHUK, 3JUIMIIC,

TPeyTOIbHUK, pOMO, 3arHYTBIA YTOJI, 3Be3/ia, Cepile, CKOOKH, CTPEJIKH, BBIHOCKH, TEKCTOBOE TT0JIe.

2.10.1 BcraButh purypy

YToOBI 106aBUTH B JOKyMEHT GUTYPY, BBIIIOJIHUTE CJIeyIOII1e T1eUCTBUS:
1. Beigenute MecTo Ha JIUCTe, B KOTOPOe HEOOXOIMMO BCTaBUTH PUTYPY.
2. Orobpa3ute cMCOK GUTYP OJTHUM U3 CJIeIyIOIMINX CIIOCOOO0B:

— Bribepute nyHKT KoMaHHOTO MeHI0 BecraBka > ®urypa (cM. Pucynok 226).

Beraeka  @opmar  TabBawua  [Jandsie  WHectpymerTw Bug

& Vobpanenne.. ames vl | 12
TekcToBoE Nnone
ST [ P [0 [MpamoyronkHWK
i Owarpamma , © 3mmanc
[ Ceoaras tabanua... A TpeyronbHuk
F DyHKUMA... > Pomb
[ 3arHyTwii yron
7 Ccoinka... Ctrl=K A —
™ 3amerka O Ceppue
L finer [] CkoBku b
5 fara = Crpenkw b
@  Bpems [1 Brinockm 3

Pucynok 226 — KomangHoe mento BeraBka
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— Ha nanemm HUHCTPYMEHTOB, B pa3fjejie BcraBka HaxMuTe KHOIIKY

(cm. Pucynok 227). Ha oro6pa3suBiiielicst maHe I BCTAaBKUA HaBe[uTe KypCOP MBIIIIX Ha

KHOIIKY @ ®Purypa.

SvE maB®m By T -

e 22 ¥

T Ed B e ll] 4 ¢

Aueikn @ Wzobpaxenne.. ~

|
T | Tekctoeoe none N Q

L 5
OcHoeHBIE @ Durypa 3 fe
I:I O A 0 D DUU Jwnarpanasa > @

ﬁ @ CeogHan Tabanua
Crobrw j& DyHKLWA...
[ ] { } G/) Cecblnka...
CTpenkn

@ 3ameTra
E:> <::| ﬁ @ I:::D D Nuet
Woa & D -

Jata
Brinocku

@ Epenn

NS

Pucynoxk 227 — IlaHenb BCcTaBKU

3. B orTkpsbiBIIeMcsl IOMeHIO BbIbepuTe Tpebyemyto GpUrypy.
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B ¢urypy MoxxHO [00aBUTH TEKCT WIM CCbUIKY. [lJis 3TOrO BBIMIOJIHUTE CIledyIoIIue
JerCTBUS:
1. JIBOMHBIM IIETYKOM MBIIIA BbIZEAUTE (GUTYPY, UYTOOBI IIEPEUTH B pEXUM ee
pelaKTUpOBaHMUSL.
2. JlobaBbTe B pUTYPY TEKCT WU CCHUIKY:
— Beegure TexkcT BpyuHylo. PopMarhpoBaHUe TeKCTa B ¢Urype OCYIIeCTBIISIeTCS

dHAJIOTUYHO (l)OpMaTI/IpOBaHI/IIO TeKCTd NOKYMeHTa.

W s &nown BoW

Pucynok 228 — Beop Tekcra

— BcraBbTe B GUTypy CCBIIKY Tak, KaK 3TO OMKUCAHO B pasfene 2.4.3.1.
3. UlenkHure 10 JIF06OMy MeCTY JIUCTA 3a MpeJieliaMu GUTYphI, YTOOBI BBIATU U3 peXXuMa ee

penakTUPOBaHUSI.

B Hacrosiiee BpeMsd PpeXuM PpeOaKTHUPOBaHUS He IIoAAepPXUBaeTCAd JId (bI/II‘yp,

Pa3BEpHYTHIX 110 IIPOMU3BOJIBHBIM YTIJIOM B CTOPOHHUX TaOIMYHBIX pedaKkTopax.

2.10.2 BcTraBUTEH TeKCTOBOE I10JIe

TekcToBoe moJie — 3TO TeKCT B paMKe, KOTOPbIM MOXKHO TepeMelaTh U pacrojarath B Jito6omM
MeCTe TeKYIIero JIMCTa.

YToOBI BCTaBUTh TEKCTOBOE I10JIe, BBHITTOJIHUTE CIIeAYIOIIUe IeUCTBUS:

1. Boigenute MecTo Ha JIUCTe, B KOTOPOe HeOOXOMMO BCTaBUTh TEKCTOBOE TI0JIe.

2. BblnonHWTe KOMaHy BCTaBKU OJIHUM U3 CJIEIYIOLIMX CIIOCOOOB:

— Bribepute nmyHKT kOMaHAHOrO MeHi0 BeraBka > TekcroBoe noste (cm. Pucynok 229).



558
502220.29144487-2016-01 34

Beraeka  ®opmar  TaBawua  [fan

[=]  WzoBpamenne...

TekcToeoe none

Pucynok 229 — KomangHoe menio BeraBka

— Ha mnanemu wHCTpymMeHTOB, B pasfene BcraBka HaXXmuTe KHOIIKY -=-. Ha

O0TOOpa3UBIIIEHCS TAHEeIM BCTABKHM HAXXMHUTE KHOIIKY EI TexkcTroBoe moJie

(cMm. Pucynok 230).

. o-
oo v 05 B4 & = .

& s By U
Wzobpamenne.. -~

B B eB-~
.. TekcTosoe none
N . -
Cj\ Durypa >

Pucynok 230 — Ilanenb BcTaBkU

)

3. Baenurte B TekcTroBoe mosie TpeOyemblid TeKCT. [Ipy He06XOAMMOCTH B TEKCT MOXHO
n006aBUTh CChUIKY (cM. pasgen 2.4.3.1). dopmatuvpoBaHHe TeKCTa B TEKCTOBOM IIojie
OCYIIECTBJISIeTCSl AaHAJIOTUYHO GOPMATUPOBAHUIO OCHOBHOI'O TEKCTA JIOKYMEHTa.

4. YtoObl CHATH BBIJIEJIEHWe C TeKCTOBOTO IMOJIS, IeJIKHUTE IO JII0O0My MecTy JIMCTa 3a

IpeaejlaMn TeKCTOBOTI'O I10JIA.

2.10.3 3anuBka purypsi

BHyTpeHH!010 061aCTh PUTypHI MOXHO 3allOJIHATH JIFOOBIM IIBETOM MIIU U300paskeHueM.

2.10.3.1 3anuBKa ¢puUrypsl IBeTOM

Jli1s1 3anMBKM GUIYPBI [IBETOM BBIIIOJIHUTE CIIe/lyIOIlye 1eHCTBUSL:
1. Brigenute Gurypy OHUM IIIeTYKOM MBIIIN WM BbIJe/IUTe GUTYPY JBOMHBIM IIETYKOM

MBIIIH, YTOOBI HEPEﬁTH B pPeXUM ee pelaKTUPOBaHUSI.
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2. Yto6pl 3an0IHUTL PUIYPY NOCIEAHUM LIBETOM, KOTOPBIM UCIIOIb30BAJICS ISl 3aJIMBKU

00BEKTOB paHee, Ha IlaHeJM WHCTPYMEHTOB, B pasfiele ®PHrypa HaXMUTe KHOIKY

£ IIBer 3ammBKH (cM. PucyHok 231).

3. Yrobbl 3anogHUTL GUTYpy APYTUM IIBETOM, HaKMUTE HA CTPEJIKY CIpaBa OT KHOIKU

£

o= LIBeT 3aJIMBKH.

Hagctpoikw Cnpaeka

feen [2 LleeT zaaneku \é} MogroHATe pasmep (fg

L]

1
i1l
jm}

HeT 2anveku
AbB3au

MocnegHue ueeta:

LlgeTa TEMBL

b
H BESENEEN

Apyrue ueeta..

WzoBpaxenne:

BoiBpate...

Pucynok 231 — Knonka IlBeT 3ai1uBKu

4. BribepuTe HEOOXOUMBIH [IBET OJTHUM U3 CJIeIyIOIINX CIIOCOOO0B:

— DBruibepute nogxopsmmii nBer B 6iioke Ilocnemnue mBera. B nmaHHOM Oioke
0TOOpaXkaloTCSl TMATh TOCHEeHUX I[BETOB, KOTOpble UCIOIb30BAIMCh TIPU
dopmaTUpOBaHUM 0OBEKTOB JJOKyMEHTa paHee.

— Bribepute noaxopsinuii 1iBeT B 6710ke IlBera Tembl. B manHOM 6i10Ke oTOOpakaeTcs

[BETOBAa4 NMaAJIMTPA TeMbl TeKyIlero JOKyMeHTd.
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— Haxwmure na xHomky Jlpyrume nBera. B oTkpoiBiieMcs okHe Bpioop mBera
(cMm. Pucynoxk 232) ykaxkute Tpebyemslii 11BeT B Busie HEX-kona nnu B popmate RGB

1 HaxMuTe KHOTKy OK.

Bribop ueeta >
Hex-kog MpegnpocmeTp
ool
KpacHeii 3eneHbpiA CHUHWIA

% O 129 O 1

"

Pucynok 232 — Okno Beroop nBera

2.10.3.2 3anuBKa purypsl Hzo0paxkeHHeM

YToOBI 3a110JIHUTH PUTYPY H300pakeHHeM, BBITIOJTHUTE CJIe/IyIolye NeHCTBHUS:

1.

Beipenute GpUrypy OJHUM IIIeJTYKOM MBIIINA WU BBIIEJIUTe PUIYPY JBONHBIM IETYKOM
MBIIIIY, YTOOBI IepENTHU B PEXXUM ee PeJJaKTHUPOBaHHUS.

Ha nanenu HUHCTPYMEHTOB, B pa3fjelie CIJnrypa Ha’XMUTE Hd CTPeJIKY CIIPpdBd OT KHOIIKH

<

== 1IBeT 3a;muBKH (cM. PucyHnok 231).
B otkpsiBiIeMcst okHe, B 6110ke M300paikeHne Ha)kMuTe KHOIIKY BoIOpaTs.
B okue ¢aitioBoro MeHemxepa Beibepute TpebyeMoe u3o0paxkeHre U HaXKMUTe KHOIIKY

OTKpBITH.

2.10.3.3 OTMeHHUTH 3a/ITUBKY

YTOoOBI OTMEHUTD 3a7IUBKY PUIYPHI, BHIIOJIIHUTE CJIeAYIOlre 1efCTBHUS:

1.

Brienute GUrypy OHKM IIETYKOM MBIIIM WM BbllelnTe GUIypy JBOHHBIM IIETIKOM
MBIIIIH, YTOOBI IEPeHTH B PEXKUM ee PeJJaKTUPOBAHUSI.

Ha nanenu uHCTpyMeHTOB, B pasniesie Purypa HaXXMUTe Ha CTPeJIKY CIpaBa OT KHOIKHU

L

== 1IBeT 3amuBKH (cM. PrucyHnok 231).
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3. B OTKPBIBIIEMCS OKHE Ha’>KMUTE KHOIIKY Het 3amuBKm.

2.10.4 KonTyp ¢purypsl

2.10.4.1 HacTpouTh KOHTYp QUTrypHI

Jly1s kKOHTypa GUTypBl MOXKHO OIIPeJle/IUTh I[BeT, TONIIWHY U THII JINHUY.

J1J1s1 3TOTO BBINIOJIHUTE CIleflyIoIlye IeHCTBUSL:

1. Boipenure pUrypy oJHUM IETUYKOM MBIIIN WINA BbIJeIUTe GUIYPY JBOWHBIM IIeTYKOM
MBIIIIY, YTOOBI IeperTU B peXXUM ee peJJaKTHPOBaHMUSL.

2. UYtob6pl nprMeHUTHb K (pUrype HAaCTPOMKU KOHTYypa Ipelbllyllero o0beKTa, Ha IaHen
VMHCTPYMEHTOB, B pa3zieiie PUrypa HakKMHTe KHOIKY E Konryp (cm. Pucynok 233).

3. UYtobmI onlpenienuTh AJis GUIYPHI JPYrOM KOHTYP, HAKMUTE Ha CTPeJIKY ClipaBa OT KHOIIKU
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Hagctpohkn Cnpaska

g Lleet zanmekn v MogroxaTe pazuep @

= KoHtyp 4_‘-[% ‘

HeT KoHTypa

il
|
—

e
il
I
)i

Ab3ay

MocnegHue ueeta:

LlpeTa TEMbL:

b

Jpyrue upeta...

ToawwuHa AMHARK: 0,25 pt :

Pucynok 233 — Knonka Konrtyp

4. BroibepuTe 1IBeT KOHTypa OJTHUM U3 CJIEYIOMIUX CIIOCOOOB:

— Broibepute mnomxopmsmuii 1nBer B 6Oioke Ilocimemnue nBera. B jganHOM Oiioke

0T06pa>1<a10Tc;1 I4Th  IIOCJIIeJHUX  IIBETOB, KOTOpbie HCIIOJIb30BaA/IMCh

q)OpMaTI/IpOBaHI/II/I 00BEKTOB HOKYMeHTa paHee.

— Bribepute noaxonsanmi 11set B 6110ke IlBeTa Tembl. B nanHOM 6110k 0TOOpaXkaeTcst

[IBETOBA4A MaJIMTPa TeMbl TeKyliero JOKyMeHTad.

— Haxmure Ha kHomky J[Ipyrme mBera. B oTkpoiBiiemcsi okHe Bwioop mnBera

(cM. Pucynok 234) ykaxkure TpeGyembiii 11BeT B Busie HEX-kona mnu B popmare RGB

1 HaxxMuTe kHONKy OK.



563
502220.29144487-2016-01 34

Brifop ueeta >
MpeanpocmoTp
o .
KpacHwiA JeneHbl i CHHWIA
55 L 9% L 146

R

{

R

Pucynok 234 — Oxno Beioop nBera

5. B mnone TonmmHa JUHHUM yKaxuTe TpeOyemMylO TOJIIMHY KOHTYpa BPYYHYIO WIH C
IIOMOIIBIO TIepPeKIroYaTesIs.

6. BbI6epI/ITe THUII IMHWUU KOHTYPA U3 IIpe]yCTAHOBJIEHHBIX 3HAYEeHHM.

2.10.4.2 Y panuth KOHTYpP QUryphI

YToOBI yIanuTh KOHTYP GUTYPHI, BHIIOJIHUTE CIIe[IyIolye JeHCTBHUS:
1. Beigenurte GpuUrypy oJJHUM IIETYKOM MBIIIWA WM BBIJIeJIUTe QUIYPY JBOMHBIM LIETYKOM
MBIIITH, YTOOBI TTIepPEUTU B PEXKUM ee PeIaKTUPOBaHUSI.

2. Ha nasHenu MHCTPyMeHTOB, B pa3ziejie Purypa HaXkMuTe Ha CTPeJIKy CIIpaBa OT KHOIIKU

..... KOHTYP (cm. Pucynok 233).

3. B orkpsiBIIEMcs OKHe HaXKMUTe Ha KHONIKY HeT KoHTYpa.

2.10.5 N3menuts pa3mep Gurypsl

Pasmep ¢uryps! MoXXHO U3MEHHUTh C COXpaHeHHeM WK 6e3 COXpaHeHHs! TPOIOPITUH.
YTo6bl U3MeHUTh pasMep QUIYPbl C COXpaHEeHWeM IPOIOPLKM, BBIIIOJIHUTE Clelyloliye
JerCTBU:
1. Beigenure purypy, paamep KOTOPOr HeOHXOAUMO U3MEHUTb.
2. Y7epxyBasi JIeBYIO KHOIIKY MBIIIIH, IPOTSHUTe JTI000M M3 yIII0BbIX MapKepPOB PaMKH Tak,
yTOOBbI GUTypa MpUHSsIa HeoOXoMUMbIN pa3Mep (cM. PucyHok 235).

3. OrtmycTuTe JIeBYIO KHOIIKY MBIIIH, YTOObI 3adHKCUPOBATh HOBBIN pa3Mep pUryphl.



564
502220.29144487-2016-01 34

a2
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=

Pucynok 235 — U3meHeHre padmepa GUrypel ¢ COXpaHeHHeM IpOIOpIUi

Yro6b! M3MeHUTh pa3Mep pUrypbl 6e3 coxpaHeHUs IIPOIOPIMM, BBHIIOJIHWTE Clelyloliye
JeCTBUS:
1. Beimenure ¢urypy, paamep KOTOpoi HeOOXOIMUMO U3MEHUTb.
2. VYpepxuBas JIeByIO KHOIIKY MBIIIH, IlepeMecTUTe OUH U3 MapKepoB paMKU QUIypHI
(cMm. Pucynok 236):
— Ui U3MeHeHUs BBICOThl GUTYPHI llepeMecTUTe BePXHUIN UM HIXKHUN MapKep paMKU;
— Ui U3MeHeHHUs IIUPYHBI PUTyphI IepeMeCTUTe JIeBbIM WIX [IPaBblii MapKep PaMKHU.

3. OTnmycTuTe JieBYyI0 KHOIIKY MBIIIH, YTOOBI 3apUKCUPOBATh HOBBIM pa3Mep GUTYypPHI.

=T - - R R T B O R R

—
=

Pucynok 236 — MI3aMeHeHue pa3mepa GuUrypbl 6e3 coxpaHeHus TPOTOPITUi

2.10.6 ITomornarts pa3mep pUrypsl nNoj TeKCT

BricoTy ¢purypbl MOXXHO IIOJIOTHATh O] PaCIOJIOXKEeHHBIM B Hel TeKCT.
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,HJIH 9TOTI'O BBITIOJIHHUTE CJIeAyrolire IerCTBUS:

1. Beinenure ¢urypy.

2. Ha nanenu uHCTpyMeHTOB, B paszfiesnie durypa (cM. PucyHok 237) HaXMUTe KHOIKY

IloaroHaTs pasmep.

.'2. LleeT zanmekn v | MogronaTe pasmepl t:fg

----- KoHtyp v

Purypa

Pucynok 237 — Knonika IlogrousaTs pazmep

YT0oOBI OTMEHUTD HOJTOHKY UTYPBI TIOJ] TEKCT, BHIIIOJIHUTE JIaHHbIe JIeHCTBUS TIOBTOPHO.
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2.10.7 IlepemecTuts purypy

Purypy MOXHO IepeMeliaTh ClIeyIIUMU CII0COOaMHu:

— IepeTacKUBaTh, y/Iep>KUBas JIEBYIO KHOIKY MBIIIIH;

repeMeIiaTh CTPOro M0 BepTUKAJIM WIK 110 TOPU30HTAJIU C IIOMOIIIbIO KJIaBUII «—, T, |, —

Ha KJIaBHaType.

[Tpu nepemerieHyy GUTYPHI C IIOMOIIBIO KJIABUII «—, T, |, — IIIAr epeMeIieHus 3aBUCHT OT
MaciiTaba IOKyMeHTa:
—  ewm Macirad < 539%, To mar = 4 MuMm;

— ecyu Maciarad > 539%, To mar = 1 MM.

YroObl yBeIMUUTH 11ar, lepeMeliaiiTe GUTypy KIaBUILIAMU «—, T, |, —, yIepXXUBasi Ha>KaTon
kiaBuiny Shift. B nanHom ciydae mar nepemenienusi OyieT paBeH:
— ecym MaciTab < 539%, To mar = 4 cvm;

— eciu maciarad > 539%, to mar = 1 cm.

2.10.8 Ypanuts ¢urypy

YT068! yianuTh GUrypy, BHIIOJIHUTE CelyIolye JeHCTBUS:

1. Beigenure purypy, KOTOpyr0 HeOOXOOUMO YIaIUTh.
2. BeinonHuTe KOMaHAy yIaleHHs OJTHUM U3 CIeyIOIINX CII0COOO0B:

— Ha nanemu wuHcTpymeHTOB, B pasneine Purypa (cMm. Pucynok 238) Haxmure

KHOIIKY 'ﬂ (Ymanuts purypy).

e LleeT zanmekn v Mogroxate pazuep rﬂ

----- KoHtyp v

Turypa

Pucynok 238 — Knonka Ypanuts ¢urypy

— HpaBOfI KHOIIKOM MBIIIIH IEJIKHUTE I10 q)Hrype Y BBIIIOJIHUTE KOMdHy KOHTEKCTHOI'O

MeHIO Y aauTh purypy.

— Haxwmure kinaBuiry Delete v Backspace Ha kiaBuaType.
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2.11 dopmaTupoBaHHe JOKyMeHTa

[Ipu coznmanuu ¢aiibl UMEIOT CTaHJapTHOe GOpMaTUpPOBaHKeE 110 HECKOJIbKMM ITapaMeTpaM.
Ytobbl u3MeHHTh (QopMaTHpOBaHWE Ha OJTale Cco3JaHus (aiyia, TMPOCTO BHIMIOJHUTE
HeobOxoiMMble KOMaH[Ibl. Eciii U3MeHeHMsI BHOCSTCS B yKe CYIIeCTBYIOIIUN ¢aill, TO mpexie deM

BBITIOJTHSITH KOMAH/IbI, BbllesiuTe ¢pparmMeHT, GopMaTHpoBaHUe KOTOPOTO He0OX0IMMO U3MEHUTbD.

2.11.1 lpudr

[To ymosyanuio 0pU cO3[@aHUM JOKyMeHTa B mpwiokeHnd «MonOduc Tabmuma»
ucnosnb3yercs mpudt XO Thames.
YT0o6bI MI3MEHUTD MIPUQT, BBHIIOJIHUTE CIIeAYIOIe 1eHCTBUS:
1. Ha manenu uHCTpyMeHTOB, B pa3feie HIpudr menkHure cTpesyiky crpaBa OT Ha3BaHUS
Tekytmero mpudra (cMm. Pucynoxk 239).

2. B oTkpbiBIIeMcs ciMcKe BbIOepUTe HeoOXOqUMBIN HIPUPT.

TaBavua  fJanHeie MHctpyments Bug  OBwwid goctyn  Hagetpolikw  Cnpaeka

Ii]
11
1l
|
N

| XO Thames v| 12 v AT AT

/X0 Thames “AY £ AR

Cormorne BoipaBHWBaHKWE

PT Astra Sans

3
Bl
(]
I

PT Astra Serif

PT Sans

PT Serif

X0 Caliburn

X0 Courser

X0 Oriel

Pucynok 239 — Crivcok 1mipudToB

Pexomenpyercs ncrionb3oBats mMpUTh ceMeiicTBa X O, 4TOOBI COXPaHITh pOpMaTHpOBaHKe

JIOKyMeHTa IIPYU ero OTKPBITUU B IPYTUX OllepallMOHHbIX CUCTeMaXx.
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2.11.2 Pazmep mipudra

YToOBI U3MEHUTDb pa3Mep MIPUPTa, BHITOTHUTE CJIeyIOII1e T1eUCTBUS:
1. Ha nmanenu mHCTpyMeHTOB, B pasfeie IIpudT menkHuTe CTpesnky clipaBa OT pa3Mepa
Tekytmero mpudrta (cM. Pucynok 240).

2. B oTkpbIBIIEMCS CTIMCKe BbIOEPUTE HEOOXOUMBbIN pa3mMep mpudTa.

TaBavua  fJanHeie  WHctpymentsl Bug  OBwwid goctyn

XO Tharmes o |£_‘Eé A ."r:l\+
X K Y AB T g |2
W pudT g
10
C D E
1
12
14
16

Pucynok 240 — Bemmapgatomuii cnvicok Pazmep mpugra

Ecnu Heobxogumoro pa3mepa HeT B CIIMCKe, 3a/laliTe ero Bpy4Hyto. [jis aToro:

1. Ha maHenu uHCTpyMeHTOB, B pasfieie IlIpudT BoimenuTe Tekylee 3HaueHHe pa3Mepa
mpudTa.

2. Bpemure HeoOxonumoe 3HaueHWe. B kadecTBe paspenuTens [jis APOOHBIX 3HAYEHUM
Wcrosb3yiTe 3ansTtyo. Harpumep: 21,5.

3. Haxwmwure kiaBuiy Enter.
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s yBenudeHHst pasMmepa LIpUPTa Ha OJHY €[WHHUILY BBIIOJHUTE OJHO W3 CIIeAYIOLIUX
JeCTBUN:
— Buoibepute nmyHKT komaHgHoro meHio Popmar > Ilpudrtel > YBenuuuth pasmep

mpudra (cM. PucyHok 241).

Doprmat  Tabawua  JanHwe  ViHctpymedte  Bug  OBwwib gocyn  Hagctpoiew C

WpndTe FOX  MonyxuvpHoiid Ctrl+B E
BwipaeHueaHme P K Kypcwe Ctrl+|

T a—— Y MoguepkHyTwi Ctrl+U

MNosopoT TekcTa Y| & Ywmenbwwts pasmep wpndTa

ObnacTs neuatu Y| A Yeennuuts pasmep wpndra

Pucynok 241 — Komananoe mento ®opmar

— Ha nanemu unctpymenToB, B pasnene IIpudt (cM. PucyHok 242) HaXMHUTe KHOIKY

AT (YBenuuursb pazmep mpudra).

TaBnwua  JanHeie  WHetpymenTts Bug OBwwid poctyn

XO Thames v 12 v AT Af
* K H |&|EJ ? LT i W is') W !
LW pwudT

Pucynok 242 — KHonku yBesiideHUs U yMeHbIlIeHHs pa3mepa prdTa

Il ymeHbIlleHHs pa3Mepa LIpUQTa Ha OJHY eIMHUIly BBIIIOJIHATE OJHO W3 CIIeAYIOLIUX
JeCTBUM:
— Bruibepute nmyHkT koMmaHaHoro meHio ®opmar > IllpudTel > YMeHbIIUTH pa3mep
mpudta (cM. Pucynok 241).
— Ha nanemu unctpymenTos, B pasfenie IlpudT (cM. PucyHok 242) HaxMHUTe KHOIKY

A~ (YMeHbIINTH pazMep mpudra).
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2.11.3 Odopmiienue Tekcra

HaHHI:IM B slYEHKe MOXXHO IIpHUCBOUTH pPdA3HOE O(l)OpMJ'[eHI/Ie, YTOOBI BBIIEJINTh UX HA (l)OHe

OCTaJIbHOTO COZIEP>KUMOTO B TabIHIIe.

B Tabmnuiie Hue Ipe/cTaBieHbl BapuaHTbl OQOpPMIIeHHs TeKCTa C COOTBETCTBYIOLIMMU

KOMaHaMH.
Tabnuna 12 - Odopmienne Tekcra
Odopmiienne S SR Coueranue kixaBum B OC
IIyHKT KOMaHAHOr0 MEHIO HHCTPYMEHTOB, . .
TeKCTa Windows/Linux
B pa3gene «IlIpudr»
. ®opmar > lpudrte >
IomyxupHbIi Moy upHBIiA XK Ctrl+B
®opwmar > pudTs > .
Kypcu6 Kypeus K Ctrl+I
[HomuepKHYTHIN Popmar > LHPI:@TH g Y Ctrl+U
[TomyepkHy THIH —
BCE ®opwmar > pudTs > . .
TIPOTIMCHBIE | Bce npomucabie AB Ctrl+Shift+A
SavepiyTb ®opmar > pudTe > T -
3auepKHYTBINA L
Ioncrpountrit SHAK CDOpMaT g HIIV)HCI)TH g soe > XE Ctrl+=
[loncTpovHbIif 3HaK
Hazcrpombiit gpyay Popmar > HIpudter > woe> K Ctrl+Shift+=

Hapcrpounsiii 3Hak
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2.11.4 IIBert Tekcra

YT0o6BI MI3MEHUTD BT LIPUPTA B TeKCTe, BHIIIOJIHUTE Clleyloliye AeCTBUS:
1. VYkaxure TeKCT, i1 KOTOPOTro TpeOyeTCs U3BMEeHHUTb I[BeT:
— Yrobbl mM3MeHUTH IBeT IIpudTa AJisi BCEro TEKCTa, PACIIONIOXEHHOIO B suelike,
BBIJIeJIUTE 3Ty JYeHKy.
— Yrobbl M3MeHUTH LBeT MIpUdTa i PpparMeHTa TeKCTa, PacloIOXKeHHOTOo B sYelike,
neperiuTe B peXXUM peIakTHUPOBaHUsl STYEHMKU U BbIJIEJIUTe JJaHHbIN pparMeHT.
— YToObI U3MEHUTH IIBET IpUdTa B OJJHOM CJIOBe, TIeperIiTe B peXKUM pPelaKTUPOBaHUs
sTYeKU U YCTAaHOBUTEe KypPCOp Ha JAHHOM CJIOBE WJIM BBIJIeJIUTE ero IeIUKOM.

2. Ha manemn wunctpymentoB, B pasfene IIpugT (cMm. Pucynok 243) Haxmure Ha

CTPeJIKY CIIpaBa OT KHOIIKU i (IIBet Tekcra).

TaBavua [Jandeie  WHcTpymedtsr Bug  OBwwid goctyn  Hagetpolikn

XO Thames v 12 [»| AT AT = = = = | 7
X K Y AB T o E%Qv‘ﬁ;ﬁ}vﬁ
WpudTt

MocnegHue LeeTa:

LlgeTa TEMBI:

HEEEEE

Apyrve UpeTa...

Pucynok 243 — Knornka IlBet Tekcra
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3. BribepuTe HeOOXOOUMBIN [IBET OJJHUM U3 CJIeLYIOIIMX CIIOCODOB!

— DBruibepute nogxopsmmii nBer B 6sioke Ilocnemnme mBera. B nmaHHOM 6roke
0oTOOpaXkaloTCsl IATh IOCJIe[JHWX IIBETOB, KOTOpPble MCIIOJIb30BAIMCh IIPU
¢dbopMaTUpPOBaHUM JOKYMEHTa paHee.

— Bribepute mogxopsiuii et B 6;10ke IlBeTa Tembl. B manHOM 6710Ke 0oTOOpakaeTcs
I[BETOBas I1aJINTPa TeMbI TEKyIlero JOKyYMeHTa.

— Haxmure kHomky JIpyrue nmBera. B oTkpbiBiiemcs okHe BbIOop mBera yKaxkure
Tpebyembii 11BeT B Bunie HEX-kona vnu B dopmate RGB u Haxkmurte kHonky OK (cm.

Pucynok 244).

Bribop ueeta >
MpegnpocuoTp
o |
KpacHmiA 3eneHbid CHHWIA
o T o T o O

Pucynok 244 — Okno Beroop nBera

Yrobbl OBICTPO NPHUMEHUTb K TeKCTy IOCIeqHUNM HCIOJIb30BAHHBIA I[BET, BBIIOJIHUTE
cllefiyIoniye AefCTBUS:

1. Brimenure TpeOyeMblii TEKCT TaK, Kak 3TO OIKCAHO BHIIIIE.

2. Ha nanenu uHCTpymMeHTOB, B pa3ese IlIpu¢T HaXkxMuUTe KHONIKY i (IBet TekcTa) (CM.

Pucynok 243).
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2.11.5 IIBeT BhIZICICHHS TeKCTa

[Tpu paboTe Ha/i JOKYyMEHTOM OTZeNIbHbIe (PparMeHThI TeKCTa MOXXHO BBIJENISTh Pa3InuYHbIMU
1BeTaMu (110 THITy MapkKepa), 4ToObI c/ejlaThb UX 3aMeTHee Ha pOHE OCTAJIbHOTO COJIeP>KUMOT0
JIOKyMeHTa.

YToObI BBIJIEJIUTH TEKCT I[BETOM, BBITIOJIHUTE CJIeAyIOIe 1eHCTBUS:

1. Vxaxwure TpeOyeMblii TEKCT:

— Yrobbl BBIEIUTH IIBETOM BeCh TEKCT, PacCIlOJIOKeHHBIM B siueliKe, BbIIeJIUTe 3Ty
SAYEHKy.
— YT0OBI BEIIENIUTH IBETOM (PparMeHT TeKCTa, paCllOJIOXKeHHBIN B siueliKe, TlepeiiuTe B
PeXXHM pellakKTUPOBAaHUS sTYeHKU U BblJleJIUTe JaHHbINA GparMeHT.
— YrobBbI BBIIEINUTD I[BETOM OJIHO CJIOBO, IIepeiiuTe B PeXKUM peaKTUPOBaHUs STUerKu
Y yCTAaHOBUTE KypPCOp Ha JaHHOM CJIOBE WIX BBIJIeJIUTE ero IeJIMKOM.
2. Ha manemu wuHCTpymeHTOB, B paszfienie Illpu¢T HaxkmMuTe Ha CTpeJKy CIpaBa OT
KHOIIKH & (IIBet BeIesIeHHs TeKcTa) (CM. PucyHok 245).
3. B oTkpbiBIIeHCsA TManuTpe BbibepuTe HeoOXomumbl 1BeT. [locnemHuwe detwbipe

HCII0JIb30BAHHBIX IIBETA 0To6pa>1<a}0Tcs[ Hajg HaHHTPOﬁ.

TaBavwua JfanHeie  Waetpyments  Bug  OBwwid poctyn  Hapctpoiikw  Cnpaeka

XO Thames v 12 v ATOAY = = = =7 3
a4 JE—
X K 4 AB T o ivﬁ% B v
WpudT
HeT N T
C | | | I III
Bes upeta

Pucynok 245 — Knorika IBeT BbI/iesieHHsI TEKCTa



574
502220.29144487-2016-01 34

Yrob6bl OBICTPO BBIIEIUTH TEKCT IIOCIEe[IHMM MCIIOJIb30BaHHBIM IIBETOM, BBIIIOJIHHATE
CJIeyIolye IeNCTBUS:

1. Boipenure TpeOyeMblil TEKCT TakK, KaK 3TO ONKCAHO BHIIIIe.

2. Ha nanenu uHCTpyMeHTOB, B pasese IIpu¢T Ha>kxMHTe KHOIIKY © (IIBeT BBIE/IEHUS

TekcTa) (cM. PucyHok 245).

YToObI OTMEHUTD BbIJeJIeHre TeKCTa [IBeTOM, BBIIIOJIHWTe CllefyIollre AelCTBUS:

1. Brimenure TpeOyeMblli TEKCT Tak, KakK 3TO OIKMCAHO BBHIIIIE.

2. Ha manemu wuHCTpymeHTOB, B paszfienie Illpu¢T HaxkmMuTe Ha CTpeJKy CIpaBa OT
KHOMKY & (IIBet BbIesieHus TeKcTa) (cM. PucyHok 245).

3. B OTKprBm@ﬁCH NaJINTpe HA’)KMUTE KHOIIKY bes nBeTa.

2.11.6 BeipaBHHBaHHe TeKkcTa

HaHHble B sTYEMiKe MOXKHO BbIPABHMBATL 110 ABYM OCAM: 110 TOPU30HTAJIM U BEPTHUKAJIU.
YTtoObI BbIPDOBHATD [IdHHBIE 110 TOPU30HTAJIH, BOCHOHLBYI:ITQCB OJTHOM M3 KOMaH]I, OITMCAHHBIX

B Tabuile HIXKe.

Tabmumna 13 - BelpaBHIBaHUe 110 TOPU30HTAIN

Knonka Ha nanenu
ITosoxenue B HHCTPYMEHTOB, CoueTaHue KJaBHII B
. IIyHKT KOMaHTHOT0 MEHI0 n .
AJelKke B pasjele OC Windows/Linux
«BbIipaBHHBaHHe»
®opwmar > BeipaBHUBaHuE >
ITo neBoMy Kpao BLIpOBHATH TEKCT 1O JIeBOMY = Ctrl+L
Kparo
®opmar > BripaBHUBaHuE > —
[To nienTpy = Ctrl+E
[To uentpy -
®opwmar > BripaBHUBaHUe >
Ilo nmpaBoMy Kkpato | BBIpOBHATBH TEKCT I10 IPaBOMY = Ctrl+R
Kparo
®opwmar > BripaBHUBaHuE > —
[To mmpune P P = Ctrl+]J
BBIpOBHATH TEKCT MO HIMPUHE

YT00OBI BBIPOBHATDH [JdHHbBIE 110 BePTHUKAJIU, BOCHOHBSYFITGCB OJIHOM M3 KOMaH]l, OIIMCAHHBIX B

TaOIUIIe HUXe.
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Ta6usmmma 14 — BeipaBHIBaHMe 10 BepTHKAIH

ITonokenue B ssueiike

ITyHKT KOMaHIHOI'0 MEHIO

Knomnka Ha maHeu HHCTPYMEHTOB,
B pa3gee «BLIpaBHI/IBaHl/IE»

[Io BepxHEMY Kparo

®opmar > BripaBHuBaHue >

[Io BepxHEMy Kpato T
ITo nenTpy ®opmar > BelpaBHUBaHuE > b

BBIPOBHATE TEKCT 10 LIEHTPY T
[Io HwxXHEMY Kpato ®opmar > BeipaBHuBaHue > .

[Io HxHEMY Kpato

Ecnu Tekct B siuelike pasBepHyT (cM. pasgen 2.11.7), To BelpaBHMBaHHe 110 BepTHKaIU

N 110 TOPHU30HTAIM OCYHIEeCTB/IIeTCA B COOTBETCTBHMH C PACIIOJIO)KEeHHWeM [JdHHOI'0 TeKCTa

B TpocTpaHCTBe. Hampumep, eciu TEKCT pacrojioXkeH B sdelike MMoj yrioM 429 rpamycos,

TO IIPpHU BbIPABHMBAHHWHW II0 TI'OPU30HTA/IM OH IlepeMellldeTCd OTHOCHUTEJIbHO BerHEﬁ W HIDKHEr

I'PaHUIIBI STUeHKH, a IIpH BbIPABHUBAHWU 110 BePTHUKaAJIX — OTHOCHUTEJIbHO JIeBOM U npaBoﬁ r'paHUIBI.
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2.11.7 IloBopoT Tekcra

TexcT B siuelike MOXKHO TIOBEpHYTh MOJT YTIIOM OT —429 1o 429 rpagycos.

TpeOyeMblii yronm IOBOPOTa MOXHO YyKa3aTb C IIOMOIIBI0O KOMAaHAHOIO MeHI0 WU
MaHeJId MHCTPYMEeHTOB.

Yrob6bl yKazaThb Yrojl MOBOPOTA TeKCTa C IIOMOIIbI0 KOMAHJHOTO MeHIO, BBIIIOJHUTE
CJIeyIolve IeNCTBUS:

1. Beimenute crpoky/cTosibel], Iyana3oH syeeKk WM sUelKy, B KOTOPOHM Heo0XO0IMMO

MOBEPHYTh TEKCT.
2. Bribepure myHKT koMaHHOTO MeHIO Popmat > IloBopoT TekcTa (cM. PucyHok 246).

3. Broibepute TpebyeMblii yroJl IOBOPOTa TeKCTa U3 CIIMCKA IIPe/lyCTaHOBJIeHHbIX 3HAYeHHUH.

Dopumatr  Tabavua  fJadnwe  MHctpyments Bug  OBwwi goctyn  Hagctpoiikw

Hipudr ' vl[2lv] A~ Ar = =
BoipaeHueanne r
ABF - Lv £v v
Uwcnoeoii gopmar...
s . BbipaBHWBaHI
MNosopoT TekcTa kBB Her (07)
OBnacTe nevwatw b 27 MoeepHyTe Bneso Ha 907
= . H
CoxpaHwTe nsobpaxeHne... ln Moeepryte enpaeo na 90
w4 [oBepHyTs BAeBo Ha 45°
| Js  MosepHyTs Bnpaso Ha 45°
Tekcr
3danats yroa » ape
73"
607
45°
3{]“
15°
L o°
-15°
-30°
-45°
60"
-73°
-o0°

Pucynok 246 — Komanasnoe menio ®opmar
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Yrobbl yKa3aTh yros IMoBOpOTa TEKCTa C IOMOIIBIO IaHeNId WHCTPYMEHTOB, BBIIOJHUTE
CJIeyIolye IeNCTBUS:

1. Beimenurte crpoky/cronber], quama3oH sdeek WM sUelKy, B KOTOPOH HeoOXOJUMO
MIOBEPHYTh TEKCT.

2. Ha manenu uHCTpyMeHTOB, B pa3nene BeipaBHuBaHme (cM. PucyHok 247) Hakmure
kHonKy “E (IToBopoT Tekcra).

3. VYkaxure TpeOyeMblil yroJjl IIOBOPOTAa TeKCTa OIHUM U3 CJIeIyIOIINX CII0CODOB:
— BoibepuTe u3 cicka npefyCcTaHOBIIEHHOe 3HaUeHue.
— B nonme 3amare yroa BBenuWTe 3HaueHHE BPYYHYIO WM HAXXMHUTE

KHOIIKY = U BbIﬁepI/ITe 3Ha4YeHHe U3 BhbIIIaJdIo1iero Crimcka.

WMuctpymentsr Bug  OBwwi goctyn HageTpoiikn  Cnpaska

velvfAA EE=E=TF 4+ 4
AB T e iv & W ! @\,%5
AB Her (07)
E F ET MoeepHyTe BReBo Ha 307
lﬁ MoeepryTe BNpase Ha 90°

Texcr i ‘i??z MoeepHyTe BA2BD Ha 457

@S‘ MoeepHyTe BENpase Ha 45°

3agate yron o g

Pucynok 247 — Knonka IToBopoT Tekcra
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2.11.8 Ilepenoc o c1oBam

[Tpunoxxenve «MoitOduc Tabnuma» MoxeT IepeHOCUTh TEKCT BHYTPU sideeK II0 CJIOBaM,
9TOOBI 00JIETYUTh ero MPOCMOTP U peJlaKTUPOBaHUE.

ITo ymomuaHMIO TEKCT B siueliKe pacriojiaraeTrcss B OJHY CTPoKy. Ecim siueiika copmep>xut
GosblION (parMeHT TeKCTa, YKaKUTe, 9YTO TeKCT B 3TOH siuelike cileflyeT IIepeHOCUTh II0 CIOBaM.
[TpusnoxeHre pa3MecTUT TEKCT B HECKOJIbKMX CTPOKaX, YYMTBIBas LIMPHHY CTOOIA, B KOTOPOH
pacrionoxena siuerika. I Ipy nsmeHeHMM MMPUHBI CTOJIOIA IIEPeHOC TeKCTa B siuelike OyieT BBIIIOJIHEH
IIOBTOPHO.

Jlisl lepeHOCa TeKCTa BBIIIOJIHUTE CIleyIoIIve AeHCTBUS:

1. Beimenurte crpoky/cronber, Ouana3oH sdeeKk WU sUelKy, B KOTOPOM HeoOXOOuMOo

BBITIOJIHUTD [1epeHOC TeKCTa.

2. BomonnnTe koMany IlepeHoc 1o cjioBaM OIHUM U3 CIle/IyIOIIMX CIIOCOOOB:

— Bribepute mnyHKT KoMmaHgHoro MeHio Tabnmuma > Ilepenoc mo cioBam

(cm. Pucynok 248).

TaBavua  Jandeie  MAcTpymedtel Bug  OBwwi goctyn  He

BH  BcTaBWTh CTPOKY Bollue Alt+A
& BcTaBWTb CTROKY HMKe Alt+B
E Becraewte cTonbey cneea Alt+L
a Beraeute cTonbey cnpasa Alt+R
2 YaanuTe cTpoky

% ¥nanuTte cTonbey,

CKpbiTh CTROKY
MokasaTs cTpoKy
CkpbiTe cTonGeL,

MNokazate cTonbel,

OBBEgMHNTE AYERKK Ctrl+Alt+M

H

PasbeaHWTE AYERKK Alt+5hift+M
MepeHoc no chosam

JakpenuTe BEIGpaHHBIE CTPOKK W CTOABLE r

Pucynok 248 — Komangnoe mento Tabmma
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— Ha mnanenu UHCTPYMEHTOB, B pasaeje BpraBHI/IBaHI/Ie HaXMHTe KHOIIKY

—o (Ilepenoc no cioBam) (cM. Prucynok 249).

Hagctpolikn  Cnpaeka

T 4 A obuwwi v

v|= p ©°, 00 00

BrlpaBHWBaHWE Yucno

&

Pucynok 249 — Knorika ITepenoc mo ciioBam

YTo06BI BEepHYTbCA K HCXOJHOMY  IIOJIOKEHHWIO  TeKCTa4, BBITIOJIHUTE OOHY U3

JAHHBIX KOMaH/l IIOBTOPHO.

2.11.9 MexxcuMBOJILHBIH HHTEPBaJI

MekCUMBOJILHBIH HWHTEepBaJl — 3TO PdCCTOsHHME MeXOy CHMBOJIaMH B  TeKCTe.
MeXCUMBOJIbHBIN HWHTEepBaJI MOXeT OBITD YIUIOTHEHHbIM, OOBIYHBIM U Pa3peXeHHbIM.

[Ipumepe! oTOOpaXkeHUsT KXKJOT0 U3 UHTEepPBAJIOB IpeiCTaBileHbl Ha pucyHke 250.

F G H I ] K
YNnoTHEHHLIK MEHOAMBONEHLIM MHTEPBAN 1234567890
OBbIYHBIA MEXCUMBONBHLIA MHTEPRAN 1234567890

PaspeXeHHbIA MEXCUMBONLHLIA MHTEPBAN 1234567890

Pucynok 250 — [IprMepsl MeXXCUMBOJIbHBIX UHTEPBAJIOB
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Tun MeXXCUMBOJIBHOI'O HWHTepBaJld MO>XKHO BbIﬁpaTI) C IIOMOIIBIO KOMAHIHOI'O MEHIO HIJIN

IaHeJIM UTHCTPYMEHTOB.

YToObI U3MEHUTh MEeKCUMBOJILHBIN HWHTEepBaJI C IIOMOIIIBIO KOMdHAHOT'O MeHIO, BLIIIOJIHUTE

CJlefyrolye qefCTBUL:

1. Bribepute TeKCT/sa4eiiKy, B KOTOPbIX TpebyeTcsi U3MeHUTh MeXKCUMBOJIbHBIM WHTepBaJl:

—  Ecmm MexxcrMMBOJIBHBIN HNHTepBaJl Tpe6yeTC${ HWU3MeHUTb B OJHOM CJIOBe, BbIJe/InTe

JdaHHOe CJIOBO WM YCTaHOBHUTE B HEro Kypcop.

— Ecmm MeXcuMBOJIBHBIA HWHTEepBAJl Tpe6yeTc;1 HU3MeHUTb [JId YadaCTHU TeKCTa,

PacCIIOJIOKEeHHOI'O B si9eliKke, BbIJeINTe JaHHbBIM TEeKCT.

— Ecnu MexxcuMBOIIBbHBIN UHTepBaJl TpeOyeTcsl U3MeHUTD 11 TeKCTa, PACIlOI0KeHHOI'0

B OJTHOM WJIU HECKOJIbKUX SUeHKaX, BbIIeJINTe JaHHbIe S9elKU.

— Ecmm MeXxCUMBOJIBHBIN HUHTEPBAJ Tpe6yeTc;1 HN3MEHUTD JJIs1 TEKCTA, PACIIOJIOKEHHOI'O

B O[THOW WJTM HECKOJIbKMX CTPOKaX/CTOJIOIAaX, BBIEIUTE JAHHbIE CTPOKH/CTOJIOITHI.

2. Brpibepure nyHKT koMaHAHOro MeHio ®opmar > IlIpudrtel > MemxcUMBOIbHBIN

uHTepBas (cM. Pucynok 251).

3. B oTkpbIBIIEMCS IOJIMEHIO BbibeprTe TpebyeMblii TUIl UHTepBaJa.

Dopmat  Tabavua  Jadnwie  MHcTpywmedts Bug OBwwi goctyn

WpudTem FOX
BripaeHuBaHwe K
T y
WCAOBOH dopmar..

MoeopoT Tekcra P oA
OBnacTe Neyatu » AF
CoxpaHnTe n3obpaxeHwe... o)

W 2

Xz

AB

MomyupHe A

Kypcue
MogyepkHyTHA

YMeHBWWTE pasmep WpndTa

Yeeamunte pazmep wpndTa

3aqeprHyTEIA
HagcTpounmil 3Hak

MogcTpouHBii 3HaK

Bee nponucHeie

Mexc MMBONEHBIR MHTEpEAN

HagcTpoiki
Ctrl+B

Ctrl=l
Ctrl+l

Ctrl+5hift+=
Ctrl+=

Ctrl+5hift+A

Chnpaeka

i
i

-

+le
P

P AR ¥nnoTHEHHBEA

Pucynok 251 — Komananoe meHio ®opmar

YToObI HM3MEHHTb MEXCHMBOJILHBIN HWHTepBaJl C IIOMOIIbIO

BLITIIOJIHHUTE ClIedyroliyre JenCTBUS:

AR OBmyHLIA

4B PazpemeHHbil

MaHeJIn HWHCTPYMEHTOB,
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Bribepure TekcT/s4eiiky, B KOTOPbIX TpebyeTcs U3MeHUTb MeXCHUMBOJIbHBIA UHTEpPBal,
TaK, KaK 3TO OMMCAHO BBIIIIE.
Ha nanenu unctpymenTos, B pasene IHlIpu¢T HaxkmuTe KHOIIKY =-= (CM. PucyHok 252).

Bribepute Tpebyemblii TUII HHTepBaia:

&E’ — YIUIOTHEHHBIH,

— AB  oGbIumHbI,

*'ﬂ’ — pa3peXeHHbIM.

TaBnmua  JanHeie  Waetpyments  Buag  OBwwid goctyn  Hagctpoiikw  Cnpaska

XO Thames v 12 v AT A = = = =7

X K 4 ABF m v £v 48V

L] —*
Wpwn }(! }(! &{E_h .ﬁf; .ﬁg:}:i BripaBHWBaHME

Pucynok 252 — Kxomnku BbIOOpa MeXCUMBOJIBHOTO MUHTepBajia
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2.11.10 IIBer 3a/IMBKH STYeeK

2.11.10.1 3asimBKa si4eeK IBeTOM

J1J1s1 3aJTMBKU siueeK 1[BeTOM BBIMIOJIHUTE CJIeAYIOlre 1eMCTBUSL:

1.
2.

BoipenuTe siueliky Wiy AUarnasoH siueek, [IBeT KOTOPhIX He0OXOOMMO N3MeHHUTb.
Yro6bl OKpacuThb SYEeWKU B IIOCJIeJHUM IIBeT, KOTOPBIA MCIIOJIb30BaICSd IS

3dJIMBKX pdHee, Ha IIaHeJIM MHCTPYMEeHTOB, B pa3jeiie Adeliky HaXXMHUTE KHOIIKY

£

== (IBeT 3amuBku) (cM. PucyHnok 253).

YToObl OKpacuTh SYeMKU B JIPYrod I[BeT, HAKMHTe Ha CTPeJIKy CIpaBa OT KHOIIKH

£

== (IIBeT 3a1MBKM).

Bri6eprte HeOOXOOUMBIHM IIBET OJTHAM U3 CJIEJTYIOIIUX CIIOCOOOB:

— DBroibepute nonxonsumii nser B 0Onoke Ilocimemnue mBera. B nmanHOM 6iioke
0TOOpaXkaloTCsl TSITh  TOCJIEJHUX IIBETOB, KOTOpble MCIOJIb30BAIMCh  IIpU
¢dbopMaTHpoBaHUHU JOKYMEHTa paHee.

— Bribepute noaxopsiuii 1iseT B 6510ke IlBera Tembl. B manHOM 06J10Ke oTOOpakaeTcst

[IBETOBas MaJIMTPaA TeMbl TeKyIlero JOKyMeHTd.

OB v ﬁ;@ ™S B

I:_) % oo C;Q
HeT z2an1BkK

Yucno |

MocnegHWe UBeTa:

¢ . N

LlgeTa TEMBI

H BMENES

Adpyrue ueeTa...

Pucynoxk 253 — Knomnka IlBeT 3aimuBKu
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— Haxwmure knonky dpyrue

nBeTa. B OTKPBIBIIEMCS OKHe BI)IGOP IBeTa YyKaXXuTe

Tpebyempbii 11BeT B Bunie HEX-kona v B popmate RGB u Haxxmute kHonky OK (cm.

Pucynok 254).

BeiGop ueeTa

He

(-KOA

MpeanpocmoTp

e - |

KpacHbIR

0

JeneHbli CHUHWIA

Pucynok 254 — Oxno Bei0op nBera

2.11.10.2 OTMeHHUTD 3aJIMBKY

Y1obBI OTMEHUTD 3aJIMBKY A4eeK, BbIIIOJIHUTE Clieqyroiine JeCTBUS:

1. Beigenurte TpeGyeMble STYEHKHU.

2. Ha mnaHenmM WHCTPYyMEHTOB,

<&

KHOTIKY e (I{BET 3a/TUBKH).

B pa3geiie dueiiku HAKMUTE CTPeJIKy CIIpaBa OT

3. B oTkpbiBiIeMcs OkHe HakmuTe KHOIIKY Her 3anuBku.
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2.11.11 I'panuns! syeek

2.11.11.1 3mennTs napamMeTphl rPaHHIL

[To ymo4aHuio pu CO3MaHUU JOKYMeHTa MeX Iy siueiikaMu HeT rpaHull. Bugumas Ha nvcre
CeTKa yCJIOBHO OTJelisieT siYelKy OAHY OT JIpYyrod, uyToObl paboTa Cc JaHHBIMU ObLIa Jierde, U He
oTobpaXkaeTcs IIpU M1evYaTH.

Ytob6bl 106aBUTH SUeiiKaM TpaHUIbl WIA U3MEHUTh paHee IpPUMeHeHHble K TpaHUIlaM
rapaMeTphl, BBIIIOJHUTE CJelyIoIIue JeHCTBUS:

1. Boimenure sUeliKy WM JUANA30H siUeeK, FPAHUIIBI KOTOPbIX HEOOXOUMO U3MEHUTb.

2. Ha maHenu MHCTpyMeHTOB, B pasfiesie fldeiikm HaXXMWTe Ha CTpeJIKy CIpaBa OT

KHOIIKY [ (cm. Pucynok 255).
3. B oTkpbIBIIEMCs OKHe, B IepBOM 0JIOKe HAaCTPOeK YKa)KUTe MeCTO pacIojIo>KeHH s TPaHuII,

IJIs1 KOTOPBIX H806XOJII/IMO HN3MEHHUTD I1dPpaMEeTPHhI.

OBumii v RvE mEB® B8 T
p % © 09 [Ea%! B B of.

Yucno i

= / HeT rpaHuy

MocnegHuwe ugeTa:

LieeTa Temb:

H BEEEGE

[pyrie uBeTa...

Pucynoxk 255 — Hacrtpoiika rpaHuiy
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4. Bo BTOpOM 0J10Ke HACTpoeK BblbepuTe THI JIMHUH, KOTOPBIY CJieflyeT NMPUMEHUTb IS
yKa3aHHbBIX [PaHMUII.
5. B Tperhem 6i10ke HacTpoek BbiOepHrTe IIBET JIMHUK OJTHUM M3 CJIeIYIONIHUX CIIOCOOOB:

— Bribepute mopxopsmiuii 1Bet B Oiyoke Ilociemnue nBera. B manHOM Oiioke
0oTOOpaXkaloTCsl IATh IOCJIeAHUX I[BETOB, KOTOpble MKCIIOJIb30BAIIMCh IIpU
¢dbopMaTrMpoBaHNY JOKYMEeHTa paHee.

— Bribepute noaxonsumii 11set B 6s10ke IlBeTa TemMbl. B nanHOM 6510K€ 0TOOpaXkaeTcst
I[BETOBAs MAJIUTPa TeMbl TEKYIIero JOKyMeHTa.

— Haxmure kHonky Jipyrue mBera. B oTkpbiBiieMcsi okHe BbIOop mBera yKakute
Tpebyempbiii 11BeT B Bunie HEX-kxona v B popmate RGB u Haxkmute kHonky OK (cm.

Pucynok 256).

BriBop usera >
Hex-kog MpeanpocmoTp
e | [
KpacHwid JeneHbid CHHKMA

o Cllo T/ |o

R

Pucynok 256 — Oxkao Be10op nBera

@®opmar XLSX He moanepkuBaeT BO3MOXKHOCTh IPUMeHEeHHsl pa3jIMuHbIX TUIIOB JIMHUM

" IBETOB IS NUATI'OHAJIbHbIX T'PAHUAIL.

YTo6b! OBICTPO NIPUMEHUTD K sYeliKe WIM JHala3oHy s4yeeK I0CIelHUN BbIOpaHHBINA CTUJIb
I'PaHMII, BBIIIOJHUTE CIIeyIol1e TeUCTBUS:
1. Brimenure TpebyeMyto siueKy WM AAAIIA30H sSYeeK.

2. Ha maHenu UHCTPyMEHTOB, B pa3jieiie I4elKu Ha)KMUTe KHOTIKY H (cm. PucyHnok 255).
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2.11.11.2 Ypanurts rpaHuIibl

Y1o6Bl yAaiuTh 3a/laHHble TPAaHUIIBl SYEHKU WM Aualla30Ha, BBINOJHUTE Cieflylolre
JeUCTBUS:
1. Beimenure siueiiKy Wi IMama3oH si9eek, JIsl KOTOPbIX HeoOX0MMO OYUCTHUTh I'PaHUIIBL.
2. Ha maHenu MHCTPYMeHTOB, B pazfienie SIueiiku HAXXKMUTe Ha CTPEJIKY CIPaBa OT KHOIKU H
(cM. PucyHnok 255).
3. B oTkpbIBIIIEMCS OKHe HAaCTPOWTe He0bX0qMMble ITapaMeTphl:
— B nepBom 0650ke 3azjaiiTe MeCTo yJajieHHs TPaHUIL.

— Bo BTopoMm 6inoke BbibepuTe Het rpanuii.

2.11.12 KonimpoBaTh 4 BCTaBUTH (pOpMATHPOBAHHUE

B «MoitOduc Tabnuia» MOXHO CKONMUPOBaTh (opMaTHpPOBaHME OJHOTO dparmMeHTa
JIOKYMeHTa Y IIPUCBOUTDH 3TO ke popMaTUPOBaHUE!
— OOHOKPAaTHO — OJJHOMY parMeHTy JIOKYMEeHTQ;

— MHOI'OKPATHO — HECKOJIbKHUM (bpal"MeHTaM JOKYMEHTad I10CJIeJOBATEe/IbHO.

dopMaTrvpoBaHue, CKOTMPOBaHHOe B Oydep oOMeHa, MOXKeT UCIOIb30BaThCs /1JIsi BCTAaBKU B

npusnioxkennn « MorOdwuc TekcTy.

2.11.12.1 IIpaBujia KOIMPOBaHHA M BCTaBKH (popMaTHPOBaHUA

B 3aBucHMOCTH OT 00BeKTa, KOTOPBIH BbIZIeNIeH, JIJIs1 BCTABKU JOCTYIHO GOpMaTHPOBaHUe:
— ab3ara;

— TEeKCTa,;

— ab3ama ¥ TeKCrTa;

—  STYCUKHU.
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B tabnuue 15 npuBesieHsl CXeMbl, 10 KOTOPBIM KOIIMPYETCs ¥ BCTaBIsieTcsl GopMaTrHpoBaHuUe.

Ta6usmmna 15 - IIpaBuiia konupoBaHUs U BCTAaBKU (pOPMATHPOBAHHS

IIpu KonupoBaHUM

IIpu BcTaBKe

Pe3ynbraT

Y cTaHOBJIEH KypCcop WK
BBIeJIeH ab3ary/ab3alibl
LIeJIUKOM

YcTaHOBIIEH Kypcop

®opmarrpoBaHue ab3ara/
MIepBOTO BhIJIEJIEHHOTO ab3ama

Brinenen ¢pparment ab3arma

dopMaTUpoBaHUe TeKCTa

Bruinenen ab3ary/ad3arib
LIeJIUKOM

dopmarrpoBaHue ab3ara 1 TeKCTa

Heckosnbko ab3arieB
BBIleJIeHbl He 0 KOHIIA

dopmarupoBaHue ab3ara

Bruinenena gyacte ab3ara

Y cTaHOBIIEH Kypcop

dopmMaTrpoBaHye He BCTABIISETCS

Brinesiena yacTth ab3ara

Brimenen ab3ary/ad3aiibl
LIeJIUKOM

Heckosnbko ab3arieB
BBIJIeJIeHbl He 10 KOHIIA

dopMaTvpoBaHUe TeKCTa, HauuHast
C TIEPBOTO BBIIIEJIEHHOT'O CUMBOJIA

Y cTaHOBIIEH Kypcop

Bruimenena yacte ab3ara

Brigenen ab3am/a63aiis
eJIMKOM (JTIo CMMBOJIa ab3aria)

Brinenena sueiika TabaIuUIbI

dopMarrpoBaHue ab3alia U TeKCTa
IIJ151 BbIJIeJIeHHOM sSTYeliKU

dopmaTrpoBaHUe TeKCTa
JIJIS BBIZIeJIeHHOU SYerKu

dopmartrpoBaHue ab3ara U TeKCTa

Brinesiena guetika TaOIHIBI

Bruinenena sueiika TabIUIbI

dopmaTrpoBaHye TYeHKY,
abzara 1 TekcTa

Y craHOBIIEH Kypcop

dopmarupoBaHue ab3ara

Bruinmenena yacte ab3ara

dopmaTrpoBaHUe TeKCTa

Bruinenen ab3ary/ad3arbt
LIeJIUKOM

dopmarrpoBaHue ab3ara U TeKCTa

Heckosnbko ab3arieB
BbIJIeJIeHbI He 7O KOHIA

dopmarrpoBaHue ab3ara

Brinenena crpoka wiu cronbery

dopmMaTHpOBaHUe TUCHKH,
ab3alia U Tekcra

Brinenena crpoka wiu cTombert

Brinenena crpoka wiu cTombert

— dopMaTtrpoBaHue siuerikd, ab3ara
U TEKCTa U3 JIeBOW BepXHeN JYerKU
B CKOIIMPOBAHHOU CTPOKe/CTOI0IE;

— ®opmaTrpoBaHue
CTPOKH/CTONO1Ia
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2.11.12.2 KonupoBath u BCTaBUTH ¢popMaTUpPOBaHHe

HJ’[S[ KOITMPOBAHUS Y BCTaBKHU (l)OpMaTI/IpOBaHI/ISI MOJKHO HCIIOJIb30BATh:
— IIYHKTBI KOMaHJIHOI'O MEHIO,
— COYeTaHUus KJIaBHIII,

— KHOIIKY é Ha IIaHeJIM UHCTPYMEHTOB.

YT0b6bl CKONMUPOBATh U BCTAaBUTh (GOpPMATUPOBAHHE C MOMOIIBI0 KOMAHAHOTO MEHI0 WIU
COYeTaHWM KJIABUIII, BBIIIOJIHUTE CIIeAyIole 1efCTBUS:
1. Bribepure ¢parmMeHT AOKyMeHTa [Isi KONMPOBaHUS (POpPMATUPOBAHUSI C IIOMOIIBIO
OJTHOTO U3 CIIOCOO0B, YKa3aHHBIX B pa3Jielie BhIIIIe.
2. BbInonHUTe KOMaH/y KOIMPOBaHUs GOPMAaTUPOBAHUS OJTHUM U3 CJIeIyIOLIUX CIIOCOOO0B:
— Bruibepute nmynkT komanaHoro meHio IIpaBka > KomupoBaThs ¢popMaTHpoBaHue

(cM. Pucynok 257).

Mpaexa Bcraeka @opmar Tabavua  faddwe Mg

T OTmeHWTB Ctrl+Z

" MNoetopute Ctrl=¥

&  Boipesats Ctrl+X

Konwpoeats Ctrl=+C

[y Berasuth Ctrl+V
BeTaguTe 3HAYEHWA W dopMaT Ctrl=Alt+V
BcTaBWTh TOMBKD 3HAYEHKA
BctagwTe W3 Bydepa obmera r

A KonvposaTe dopMaTMpoEaHWe Ctrl+5hift+C
MprmeHnTE fopMaTUpoBEaHKUE Ctrl+5hift+V

Pucynok 257 — Komananoe menio IlpaBka

— Haxmute couyeranue kinasum Ctrl+Shift+C / {1Shift+2Cmd+C.

3. Ecomum ¢opmarvpoBaHve TpebyeTcsi NMPUMEHUTb K OAHOMY ¢parMeHTy, BBIIIOJHUTE
Cllefyrolye NerCTBUS:
— DBribepute ¢parmeHT a1 BCTaBKA (OPMATHPOBAaHHS C IIOMOIIBIO OJIHOTO U3

C1I0co060B, YKa3aHHBIX B pa3jiesie BhIIIe.
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— DBruibepute nyHkT komanaHoro MeHio IIpaBka > Ilpumenurs ¢opmaTHpoBaHHe
(cMm.  Pucynoxk 257) wnu  Haxkmure codeTanwe kiaBuin  Ctrl+Shift+V /
{Shift+%Cmd+V,

4. Ecnu dopmarupoBaHue TpebyeTcs TNPUMEHUTb K  HECKOJIBKUM  ¢parMeHTaM,
1I0CJIe[IOBaTelIbHO BBIZIEJIsINTe JaHHbIe pparMeHThI B TEKCTe U BBIIOJHSIMITe /711 KaX/10T0

13 HHUX KOMaHJTy BCTaBKU pOpMaTUPOBAHUSI.

YToOBl OJHOKpPAaTHO CKOIMPOBAaTh W BCTaBUTh (OpMATUPOBaHHE C IIOMOIIbI0 KHOIIKU
= (KomupoBarths ¢popMaTHpPOBaHHUE), BHITIOJIHUTE CIIeAYIONINe JIeUCTBUS:
1. Bribepure ¢parmMeHT AOKyMeHTa [Isi KONMPOBaHUS (POpPMATUPOBAHUSI C IIOMOIIBIO
OJIHOTO U3 CI0COO0B, YKa3aHHBIX B pa3jieie BhIIIIe.
2. Ha maHenmu wuHCTpyMeHTOB, B pasfesie IIpaBka HaXMuTe KHOIIKY & (KomupoBatsb
dopmaTupoBanme) (cMm. Pucynok 258).
3. Brigenure ¢parMeHT sl BCTaBKM GpOpPMaTUpPOBAHUS C IIOMOIIBbIO OAHOIO U3 CII0CO00B,

YKAa3dHHbBIX B pa3/iejie BhIIlIe.

Daitn  [lpaeka Beraska @opmar  Tabowua [JanHwe
b 0):{0 @ v é w X0 Tharmes
=v 9D C XK K 4

dann Mpaeka WpudT

Pucynok 258 — Knonka KonmpoBaTts ¢popMaTupoBanue

YToOBI MHOTOKpPaTHO CKONHMPOBAaThb M BCTaBUTh (OpMAaTHUPOBaHME C IIOMOIIBIO KHOIKU
& (KommupoBaTth ¢popMaTHPOBaHHUE), BBHITIOJIHUTE CIIEAYIONINe JIeACTBUS:
1. Bribepure ¢parmMeHT AOKyMeHTa [jIsi KONUPOBaHUS (POpPMATUPOBAHUSI C ITOMOIIBIO
OJIHOTO U3 CII0COO0B, YKa3aHHBIX B pa3jielie BhIIlle.
2. Ha mnaHenmm wuHcTpymMeHTOB, B pasfeie IIpaBka fABaxabl HaXXMWUTe KHOIKY
& (KonnupoBats ¢opmaTupoBaHue), YTOObI OHA IPUHSIIA BUJL )
3. IlocnmenoBaTenbHO TpuMeHUTe GOPMATUPOBaHHWE K TpebyeMbIM ¢parMeHTaM TeKCTa

OHHM M3 CHOCO60B, YKd3dHHbIX B pa3jieJjie BbIlle.
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UYTOoOBI BBHIUTH U3 pekMMa MHOXECTBEHHOTO IpuMeHeHHsI GOpPMaTUPOBAHMUSI, BBIIIOJIHUATE
OHO U3 CJIeYIOIUX JeUCTBUM:
— Ha nanenu uHcTpyMeHTOB, B pa3zeiie IlpaBka HaXkMUTe KHOIIKY A 4T06b OHA MIpUHSATIA
BHJL A5

— Haxmure KJIaBUIITY Esc Ha KJIaBHUaType.

2.11.12.3 UcTropusa xonupoBaHusi ¢opMaTHPOBaHHUSA

dopmarvpoBaHue, CKONHUpOBaHHOe B Oydep oOMeHa, CcoXpaHseTCs B HCTOPUU
¥ MOXET T103Ke MCI0JIb30BaThCS JIJIsl BCTABKHU.
YToOBl  OTKpPBITH HWCTOPHUIO, TIJle JIOCTYIIHBI OOBeKTbl paHee CKOIMPOBAHHOTO
¢$opMaTrpoBaHusl, BBIIIOJIHUTE CllelyIoIIye JeHCTBUS:
1. Ha mnaHenu wuHCTpyMeHTOB, B pasfene IIpaBka HaXxmuTe CTpesiKy CcIipaBa OT
KHOIIKY F5 (KomupoBaTts ¢popmMaTHpOBaHUe).
2. B BeimajaromeM crnucke BbiOepuTe HEOOXOAUMBIM OOBEKT paHee CKOMHMPOBAHHOTO
dopmatupoBanusi (cM. Pucynok 259). OOBexkThl pacioysiokeHbl TakuM 00pa3oM,
YTO BBepXy CIIMCKA TIpefiCTaBlieH  OOBEeKT  TOCJeIHero  CKOIMPOBAHHOTO
dbopmartrpoBaHus.
3. Brigenure ¢parMeHT sl BCTaBKM pOPMaTUPOBAHUS C IIOMOIIbIO OAHOTO U3 CII0CO00B,

yKa3aHHbIX B paznene 2.11.12.1.

®aidn  [paeka Beraeka @opmatr  Tabavua  [Jannme WHctpyments Bug  OGwni

A .;-'(; & A E% X0 Thames w12 (v AT

=v 9 C 17,55 v
dann MNpaska
H12 v fx 12,34

Pucynok 259 — Cnincok 06bekT0B GOpPMaTUPOBAHUS
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2.12 Pabora B o0/1aKe

(I)YHKIII/II/I pa6OTbI B 0OJlake ¥ COBMECTHOI'O pedaKTUpOBaHHW AOCTYIIHBI IIPU HAJIMUIHUN

cepBepHoi 4actu «MoOduc Ciyxkebnbiin» / « MorOduc 3ammuménHoe O61aKo».

Pabota B obsake rpefocTaBiisieT CiieAyroIre BO3MOXXHOCTHU:
— CO3/laHHMe U COBMeCTHOe pelakThpoBaHHe ¢aitsioB B ¢popmare XODS omHOBpeMeHHO
C IPyTUMHU T10JIb30BaTeJISIMU;
— 3arpysky, XpaHeHHe U CKauMBaHUe QailyIoB CJIeqyIOIIUX TUIIOB:
— apxuBHbIe QaANIbI,
— TeKCTOBbIe (pauiIbl,
—  DJIeKTPOHHbIE TaOJIUIIbI,
— PDF-datinsr,
— IIpe3eHTallWH,
— 11abJIOHBI,
— u3obpaxeHus,

— ayauo- U Buaeodabl.

HJIS[ Ha4dajia pa6OTbI C 0061aYHBIM XpaHWIMIIEM I10JIb30BaTeJII0 H€O6XOHI/IMO dBTOPU30BATLCA

B obmake (cM. pasgen 2.12.1).

[Ipu pabote B obiake 1oIb30BaTeNO JOCTYIIHBI Cileiytolire nanku (cM. Pucynok 260):

MoiiOdue Tabnuua - O x

@ Mown goKyMeHThI
Mou JOKyMEeHTEI

[ ]
a% JloctynHele mHe

- Mma T Pazmep Mata n3aMeHeHuA
| OTMeueHHble

© Heaastve qokymenTs: a Hosaa Tabavua.xods 6.01 kB 10.01.2023

i KopawuHa

Vima daina: | Hosas TaGavuaxods Tabawua (*.xods) ~

Co3gate nanky Cozpate daiin “ OTmeHa

Pucynoxk 260 — O6yayHoe XxpaHWIHIIe



592
502220.29144487-2016-01 34

— Mou goxymMeHTBI — B JaHHOM IIallKe cofiepXXarcs (aiiibl, KOTOpble CO3/aHbl WU
3arpy>keHbl HelloCpeICTBEHHO oJib3oBareneM (cM. pasnen 2.12.4 u 2.12.5);

— JlocTynHble MHe — B JJAHHOM IIallke CO/lep>KaTcsl daiilyibl, KOTOPble CO3[jaHbl JPYyTUMHU
II0JIb30BAaTe/sIMM U K KOTOPBIM IIpe/ioCTaBjieH JIOCTYIl TeKyllleMy II0JIb30BaTello

(cm. pazmen 2.12.9).

Ecm XODS-datin, pacnionoskeHHbIH B 06J1aKke, OJJTHOBPEMEHHO C TOJTb30BaTejIeM OTKPBIBAIOT
IVl peaKTUPOBaHUs JIpyTve Y4aCTHUKH, TO UX CIMCOK OTOOpakaeTcsi HA OOKOBOM IaHenH (CM.
Pucynok 261). IIpu HaBeieHry Kypcopa MBbIIIY Ha UKOHKY yYaCTHMKA BO BCILIbIBAIOIIeN I0/ICKa3Ke

oTOOpaXkaroTcsi ero UMs U paMuIusl.

HSMEHEHI/IH, KOTOpbIe Y4aCTHHUKU BHOCAT B IOKYMEHT, OTO6pa)KaIOTCH B peXXrMe peadlIbHOI'O

BpeMeHH.

(=) Hosan tra6nuuaaxods - MoidOduc - ] X
®aiin Mpaeka Beraska Qopmar  Tabavua  fandwe  WHctpymednts Bug  OGwmid goctyn  Hagcotpoiikn  Cnpaeka

|a v c><o XOThames | 12 v A” At = v 4w 123 % ? v
= ¥ K 4 = A~ £+ A+

dann Mpaeka WpwdTt BripaBHMBaHne Yucno Auern JanHbie BcraBka -~
Al v fx Toeap

A B C D E F G H "
A

1 Tonai _l Ipogasm fe
2 | AnenbCHHEI 42 768

3 BaknawaHkl 1 400 @
4 |Banaubr 20 755

5 Bapanxm 17 850

6 Bepmumwens 26 180

7 Ipyum 56 606

& Kabaukwu 4884

9 |Hroro 170443

10

11
< Anexcanap CMupHoB

o
@ Ecte nogkaroueHue CYMM O CP3HAY 0 MWH O MAKC 0 CHET3 1 [£] - @ + 100% ~

Pucynok 261 — CoBMecTHOe peJlakTUPOBaHUe

2.12.1 Boiitu B 00s1aKo0

YroObl aBTOPU30BATHLCS B 00JIaKe, BBIIOIHUATE Clle/lyIOIye 1eHCTBUSL:
1. Bribepute myHKT koMaHgHOro MeHio daiin > Pabora B obsake > Boiitu B 00s1ak0

(cM. PucyHok 262).
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®ain [paeka Bcraska @opmar Tabavua  [Jadnwe  AHctpymedT

[ Cosgams Ctrl+N L vl (12 [

Cozpate no wabaony...

FRVSE .

& Omwxpurs.. Ctrl+0

OTkpITE B 0BAGKE... Ctrl+Shift+0

OTKpBITE E... b

HegaeHue gokymeHTs 3 E

Pabora & obaaxe ’ Boitk B obnako
= Coxpanute Ctrl+S Crauatb...

CoxpaHuTh Kak... F12 3arpyzuTs daiin...

Pucynok 262 — Komananoe menio Paiin

2. B okue Bxop (cMm. PucyHnok 263) BBeivTe JJaHHBIE JIJ1s aBTOPU3ALIAN:
— JloruH - ajpec D3JIEKTPOHHOM TOYTHL, YKa3aHHbIA Ipu perucrtpauud B [10
«MoitOducy.
— Ilapons — naposb, ykazaHHbid npy peructpanuu B [10 « MoitOducy.
— CepBep — ajipec cepBepa Ballleil OpraHu3aliiy. 3aroJiHsIeTCsl aBTOMAaTUYeCKH.

3. Haxmure kHONIKY BoiiTH.

Bxop *

Norun:
[ L'IEH'I‘ e.surnamm E':LT_U domain.com
Mapone:
[l
Cepeep:
Boflit OTreHa

Pucynok 263 — Oxno Bxog
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HpI/I IIOBTOPHOM OTKPBITUMX TIPWJIOXEHHS daBTOpU3alldsd B obake OCYIIeCTBJISAeTCA

dBTOMATH4Y€CKU IIPpU YCIIOBHUH, YTO [ddHHbIE€ II0JIb30BATEJId JIerCTBUTEJIbHBI U JNOCTYIIEH CepBep

ayTeHTUDHUKAIIAN.

2.12.2 OTkpsITh daiin

[Tocne aBTOpHM3alMM MOXKHO OTKpbIBaTb M paborath c darnamu B ¢dopmare XODS,
XpaHAIUMUCS B 06J1ake OpraHU3alyu.
Yrobbl OTKpHITH ailyl, pa3MellleHHbIM B oOiake, BbIOepUTe IMyHKT KOMAHJHOI'O MeHIO

daiin > OTKpHITH B o0J1ake (cM. PucyHok 264) v Haxxmute coderanue kiasui Ctrl+Shift+O /

{Shift+2Cmd+0.

®ailn  [paeka Beraeka @opmatr  TaGavua [JanHoie

EI Cozgate Ctrl+M

Cozgate no wabnony...

[ Omkpwits... Ctrl+0
OTkpwTte B 0Baake... Ctrl+5hift+0

Pucynok 264 — Komananoe mento ®aiin

B oxHe nmpoBojiHMKa 06s1ayHOrO XpaHunuia (cM. Pucynok 265) cieBa BeibepuTe paszer, B

KOTOPOM HaXxoauTcsi TpebyeMbiii ¢aitsl. 3aTeM BblfieIUTe Ha3BaHWe AaHHOTO ¢aiijla B CIHMCKe U

HakmuTe kHOTIKy OK.

darn OTKPOEeTCA B HOBOM OKHe.

B MoiiOdmc TaBnuuya
@ Mou gokymeHThI

Mou JoKyMEHTHI
a% JlocTynHele MHe

|- o Mma T Pasmep Jlata U3MeHeHUA
TMEUEHHBIE
© Heaashve gokymentsl E Hoean Tabanua xods 6.01 kB 10.01.2023

i KopawHa

Vima daiina: | Hoeaa Tabnmua.xods Tabawua (*.xods) ¥

Co3aaTtb nanky Cosgatb daiin “ OTtMmeHa

Pucynok 265 — [IpoBogHuk 061a4HOT0 XpaHWIUIIA



595
502220.29144487-2016-01 34

Ecnu st paboTel BbIOpaH ¢alin, Co31aHHbINA APYTUM I10JIb30BaTesleM, TO B CTPOKE COCTOSIHUS
oTobpaxkaeTcs IpeflOCTaBJIeHHbI aBTOPOM JIOKyMeHTa ypoBeHb jocryna: IIpocmotp,

PenakTupoBanue v Ynpasiaenue (cM. pasfen 2.12.9). [Ipumep npencraBieH Ha pUcyHke 266.

= Hosan Tabnuuaxods - MoiiOduc — a e

®aiin  Mpaeka Beraeka @opmar  TaBawua  Janusie  Wactpymedts  Bug  OBwwid goctyn  Hagetpoiikm  Cnpaeka

B v X, XOThames |v| | 12 v AT AT = v L v | Oswwi v £ ST
=1 W K YU = A~ £+ 8,5 p 9 00 00
ann Mpaska WpudT BhipasHuBaHue Yucno Auelkn Maxtbie BcraBka ~
Al v  fx Tosap

A B ® D E F G H J e Q

F |
1 Toeap IIp f
2 AnenbcHHBI 42 768
3 Baknamansl 1 400 0
4 |Bananwl 20 755
5 Bapanku 17 850
6 Bepmmuens 26 180
7 |pyuwm 56 606
8 Kabauku 4 884
9 |Hroro 170443
10
1 w
< >
Nuerl +
@ Ecrb noaknouerne | & PepaktvpoBaHue | CYMM 0 CP3HAY 0 MMH 0 MAKC 0 CHET3 1 [£] - [ + 00% v

Pucynok 266 — YpoBeHb focryria

B pexuMe IMpoCMOTpPa He JOITyCKAeTCd BHOCUTL M3MEHEeHHd B JJOKYMEHT U U3MEeHAIThb ero
(bOpMaTI/IpOBaHI/Ie. HpI/I HeO6XOJII/IMOCTI/I MO’KHO CO31aTb peOaKTHpyeMylo KOIIMIO JdaHHOI'O
AOKYMEHTd. ,HJ'ISI JTOI'0 Ha IIaHEeJIM MHCTPYMEHTOB HAXMHWTe KHOIIKY PE)I&KTI/IPOBEITB KOIIHI0 B

obsake (cM. Pucynok 267).

=) Hoean tabnuuaxods - MoiiOduc — O *

Qaiin  [Npaska Bcraeka ©Copmar Tabawua  fJaddoie  WMoctpymedts  Bug  OGwwid goctyn  Hagctpoiikw  Cnpaeka

= v LOKYMEHT A0CTYNEH TONLKO ANA NPOCMOTRA PeaakTWpoEaTs KOonWio B obnake |

~ Q

Pucynok 267 — Knonka PegakTHpoBaTh KONHIO

Komusi nmokymeHTa co3pmaeTcss B Tamnke OOJIaYHOrO XpaHWIMIA MOH JOKYMEHTHI
(cM. Pucynok 265). ABTomMaThuecku et mpucBauBaercs uMs Komms - <ums opuruHana (n)>, riae
(n) — Homep komwmu. [Ipy co3maHMM KONHMM OPUTHHAJ JOKyMEHTa aBTOMAaTHYeCKH 3aKpPBhIBAeTCS U

OTKPBIBAETCA KOIIWS JOKYMEHTd.



596
502220.29144487-2016-01 34

B pexruMe pedaKTUPOBAHHA U YIIPpABJIEHUA pa60Ta C JOKYMEHTOM OCYLeCTBJIIEeTCA B
OOBLIYHOM Irnopsauke. Bce H3MeHeHMs, BHOCUMbIE B (pafm, dBTOMdTHYe€CKH COXPdHAIOTCA B obJako.

J10TIOTHUTETbHO COXPAHSTh IPAaBKU He HY>KHO.

2.12.3 Co3naTs JI0KaIbHYI0 KONIHIO ¢aiiia

Jlis 3amUTHl OT IOTepy HAaHHBIX NpU paboTe B objake IpefycMOTpeHa BO3MOXKHOCTb
CO3/IaHMS JIOKAJIbHOW KOMMM pelakTUpyeMoro daria.

Ecnu npu pabore c ¢aitioMm, pacnosnoxeHHbIM B objake, BO3HMKaeT OIIMOKa (Hampumep,
IIpepbIBaeTcs COefIMHeHWe C CepBepoM), Ha O3KpaH BBIBOAUTCS J[MAJIOroBOe OKHO, KOTOpoe
IIpe/IOCTaBIIsseT BO3MOXKHOCTh COXPaHUTh JIOKaIbHYIO KOIMIO ¢aiina (ipumep cM. Ha Prucynke 268).

HaxxmuTe B faHHOM OKHe KHOIIKY C034aTh JIOKAJIBHYIO KOIHIO.

B otkpbiBmieMcsi okHe (aiJIoBOrO MeHelpKepa YKaXHUTe IalKy, B KOTOPYIO ClleflyeT

COXPaHUTh a1, UM U TUII Ppaiiia U HaKMUTe KHOIIKY CoXpaHHTh.

BHumaHme! X

= Baww nameHeHua B daiine "Hoeas
Tabnnua.xods" He OblAM COXpaHeHbl B
obnake.

XOTUTe COXPaHWTb NIOKaNbHYH KOMWUHKD
danna?

CoagaTe NOKANEHYH KOMWHD He coxpaHATe OTMEHHTE

Pucynok 268 — JlnanoroBoe okHO

Kpowme Toro, nokanpHyto Konuio ¢aiiia B 1:000i MOMEHT BpeMeHH MOXKHO CO3/1aTh BPYyUHYIO.

J1Jis 3TOTO BBINIOJIHUTE CIIe[lyIoIire 1eHCTBUSL:

1. Boibepure nyHKT koMaHgHoro wmeHio Pain > Co3gaTh JI0OKAJBLHYH KOIHIO
(cM. PucyHnok 269).

2. B orkpeiBiIeMcs OKkHe (aiJIoBOr0 MeHelpKepa YKaKuTe IIallKy, B KOTOPYIO ClleflyeT
COXPaHUTD a1, UM U TUII Paiisa.

3. Haxmure kHonky CoXpaHHTh.
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®aiin  [paeka Bcraeka @opmar  TabBavua  [Janvme
[% Cosaate Ctrl+N

Cozgate no wabnony...

[=  Omkpuith... Ctrl+0
OrmkpbiTe B obnake... Ctrl+5hift+0
HepaeHwe gokymMeHTH r
PaboTa B obnake r

Co3aaTh MOKANLHYD KOMWH...

Pucynok 269 — Komananoe menio Paiin

2.12.4 Co3naTtes nanky uiu ¢aria

[laniku ¥ daiibl MOXHO CO37aBaTh B 00Jiake HampsiMylo u3 mnpuioxenus «MoiOduc

Tabmuma».
YTo0bl co3/1aTh MANKy Wi ¢aii, BBIIIOIHUTE CIelyIoIIe JeHCTBUS:
1. Boibepure myHKT KOMaHAHOTO MeHIO Paitn > OTKPHITH B odiiake (cM. PucyHok 264)
win Haxkmute codetanue kiasum Ctrl+Shift+O / TShift+:2Cmd+O.
2. B npoBoanuke obsiayHoro xpanuinuiia (cMm. PucyHok 270) Beibepute paszeii, B KOTOpOM

TpebyeTcs co3[1aTh HaNKy WUiIu Qail.

ITanku u (baflﬂbl MOKHO CO31aBaTb B pasnejie Mou AOKYMEHTBI U B 06HII/IX I1aIllKax,

AOCTYIIHBIX U1 peIdKTUPOBAHUA.
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B ModQduc TaBnuua

@ Mowu gorymeHnThI
MoK A0KYMEHTbI
&% [flocrynHeie MHe

= MR *  Pasmep
| OTMeUeHHBIE

MaTa M3MEHEHNA
© Henashve fokymenTe: E Hosaa Tabnnua.xods 6.01kB 10.01.2023

i KopawHa

Vima daldna: | Hoeas tabanuaxods Tabnmua (*.xods) v

Coapate nanky Cozpate dain “ OTtmeHa

Pucynok 270 — [IpoBogHuK 0671a4HOT0 XpaHWIUIIA

3. Utobel co3pmarh manky, HaxmuTe kHonky Cosmarh manky. UYrtoObl co3math aiin,

HakmuTe KHOIIKy Co3pmaTts aiin.

4. B otkpsiBiiemcs okHe (cM. Pucynok 271) BBemuTe uMs manky Wik daiyia U HaXXMUTe

kHonky OK.

Hoeelid daiin 8 obnake >

ina daina:

Hoeas Tabnvua >

Pucynok 271 — OxHo co3nanus darina

Wwms nankw/daitia [oIKHO YIOBIETBOPSTh CJIeAYIOIUM TpeOOBaHUSIM:

— muHA — 10 594 CUMBOJIOB;

JIOITYCTUMBIE CUMBOJIBL: «~», < », «!», «@», «#», «S», «%o», «™», «&», «(», «)», « », «+t»,
€, €=, «», «P», <D, «], », «'», €, «»;

— HeJOITyCTUMbIe CUMBOJIBL: «.» B HA4dJIe UMEHH.
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B BrIOpaHHO¥ Marnke 0TOOpa3UTCs HOBAs BIIOXKeHHas nanka/darn (cMm. Pucynok 265). HoBele
daitnibl Becerna cosnatorcs B popmare XODS.

YToOBI BBIATH U3 OKHA IPOBOAHKMKA, HAXkKMHUTEe KHOTIKY OK.

2.12.5 3arpy3uTts daiin

B o6mauHoe XpaHWIMINE MOXHO 3arpykaTb TEeKCTOBBbIe, ayAuO0, BUAEO U JIpyTHhe THUIIbI
¢daitios. [1pu 3arpy3ke MOXKHO BLIOMPATH TOJIBKO OTAENbHBIE Haiiibl, 3arpy3Ka Marok c ¢paiiamMu He

AOITYyCKaeTcCs.

MakcumasibHO AOMYCTUMBIN pa3mep 3arpy3ku (aillioB KOHPUTYpPUpPYeTCcsl Ha cepBepe.
[Ipy BO3HHMKHOBEHUM OIIHWOKH, CBSI3aHHOW C IIpeBbIIIEHHBIM pa3MepoM aiina,

obpatuTech K CUCTEMHOMY aJIMUHUCTPATOPY.

Yro06BbI 3arpy3uTh B 001aK0 OJJMH WJIM HECKOJIbKO (paiiyioB, BBIIOJIHUTE CIIeAYIOIIUe AeUCTBUS:
1. Bribepurte myHKT koMaHAHOTO MeHI0 Paiin > PaboTa B obsiake > 3arpysuts ¢aiir (M.

Pucynok 272).

@aiin  [paeka Beraeka @opmatr  Tabnawua  Jannwie  Whoctpymentm Bug O
Q Cozgate Ctrl+M

4 A 12 | »
Co3aate no wabnoHy...
U AR T o A
= Otkpwits... Ctrl+0
OTkpwTe B obaake.. Ctrl+5hift+0
OTKpBITE B... r
HepaeHue aokymMeHTH » H F
PaBota & ofinake ’ Bo#lTi B 0Bnako
= CoxpaHnTs Ctrl+S e

CoxpaHuTL KaK.., F12 Jarpyaute daiin...

Pucynok 272 — Komananoe Menio Paiin

2. B oTkpeiBIIeMcsi okHe ¢alioBoro MeHekepa BbiOepuTe daliibl, KOTOpble TpedyeTcs
n00aBUTh B 061aUHOE XPAHUJIUIIIE.

3. HaxmuTe KHONIKY 3arpy3HThb.

3arpyska ¢aiioB He Or0KupyeT pabory B npwioxeHUH. OKHO, B KOTOpOM OTOOpakaercs

WHJIMKATOP 3arpy3ku (cM. PucyHok 273), MOXKHO CBEepHYTbh, YTOOBI OHO He MelTlajio TalbHeuIIel padbore.
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(= 3arpyska daiina — ot

Jarpyzka MolOdwe.docx... 48.7%

OTmerHa

Pucynok 273 — 3arpy3ska ¢aiina

Bri6paHHbIe (aiiibl 10 yMOIYaHUIO 3aTPy»Kal0TCs B KOPHEBYIO [IAaNIKy 00JIa4HOT0 XpaHWIIMIIA
Mou 10KyMeHTHI.
Yro6sl yBULETh BCe ¢aiibl, XpaHslyecss B 00/ake, MOXXHO BOCIIOJIb30BaTbCsl PYHKIMeN

ckauuBaHus. [logpobuee cm. B pasnene 2.12.6.

2.12.6 CxauaTh nanky wim ¢aiin

[Tanky ¥ daribl MOXXHO CKauyMBaTh U3 00JIaka Ha KOMIIbIOTep.

YTOoOBI CKavyaTh MaNKy WIKA (aiil, BHITIOJIHUTE CIIeAYyIoIIHe T1elCTBUS:

1. Boibeputre nyHKT komaHfgHoro MeHio Paiin > PaGora B obOmake > Ckadarhb
(cMm. PucyHnok 272).

2. B okuHe mpoBojiHMKa (cM. PucyHok 274) ciieBa BbIOepuTe pasjies, B KOTOPOM pacIojioXkeHa

Tpebyemas manka uinm ¢ans. CripaBa 0TOOpa3nuTCs COAep>KUMOe BEIOPAaHHOIO pasjiera.
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B MoiAOduc Tabnnua — O *

@ Mon goKymeHThI
Mou AoKyMeHTEI

an [ocTynHeIe MHEe

e Mmn T Pasmep Nlata uameHeHWA
= OrmeuenHbIe

o HenaeH1e gokyMeHTbI Hogas npeseHTauua.xodp 17.65 kB 05.01.2023

,i KopauHa E Hoeas taGanua.xods 7.87 kB 16.01.2023
a HoBeiid gokymeHT xodt 15.64 kB 08.01.2023
Wima daina: | Hoeaa TaBnwuaxods Bee daitnm v
Myte: | CAUsers\User\Downloads >

OTKpbITE NOCAE 3aBEPLUEHNA “ OTtmena

Pucynok 274 — IlpoBogauk

3. Ecnu copepxvMoe paszena Tpedyercst GuiibTpoBaTh MO TUITY, Pa3BepHUTE BbIAIAt0IIUI
criricok Bcee ¢aitnbl u BeibepuTe TUT $aliioB, KOTOPBIN ciiefiyeT oToOpakaTh B paszelie.

4. Broienute nanky/daiis, KOTOpbIM TpeOyeTcsl ckayaTh U3 00JIaKa.

5. B nosne IIyTh ykaxxuTe Nanky Iuisi COXpaHeHUs! BBIOpaHHOM HanKy WK dariia.

6. Ecmu BbiOpaHHBINM ¢aiin TpeOyeTcss OTKPBITH II0OCTIe CKAYMBaHUS, IOCTaBbTe (IIaXKoK
OTKpBITH NOCIIe 3aBepIIeHus .

7. Haxwmwure kHonky OK.

Ecmu B noste IlyTh yka3aH HeKOppeKTHBIN MyTh k nanke, kHonika OK HepocTymnHa.

Ecmm s ckaurBaHus BeIOpaHa Malka, TO OHA 3arpy»kaetcs B Busie ZIP-apxuBa. Pacnakyiite

dPXHUB C IOMOIIBIO YCTaHOBHEHHOﬁ Ha KOMIIbIOTepe IMporpaMMbI-dpXUBATOPAd.

2.12.7 Ypanuts ¢aiin

y,[[aJ'II/ITb (1)8?1][ U3 00JIaYHOTO XpaHWIMIA MOXEeT TOJIbKO aBTOp WJIW Bjlajiejien] IdHHOI'O

daitna.

ABTOp — 3TO MOJIb30BATEJIb, KOTOPBIA CO3/1aJl JaHHbIK dail. Bragenern daina — 3To aBTOp

TIaMKH, B KOTOPOW HAaXOJUTCS CO3[aHHbIN (aiil.
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Ecnm aBTOp co3nan daiin B cBoel narke, TO OH SIBJISIETCSI OJTHOBPEMEHHO BiiajiesiblieM ¢aiiia.
Ecnu aBTOp co3pmain daiin B manke, KOTOPYIO CO3/1ajl JPYTOM MOJIb30BaTeNb, TO OH SIBJISIETCSI TOJIbKO
aBTOPOM U He SBJISIeTCsl BiafeiiblieM Qaiia. B nmocienneM ciyvae BiazenbleM ¢ailyia sIBIIsSeTCS
aBTOp MAIKH, B KOTOPOW HAaXOJUTCS CO3JaHHbIN (paiil.

YT06b1 yaanuTh (aiis, BHIIOJIHUTE CIIeAyoIue JeACTBUS:

1. Boibepure nyHKT KOMaHAgHOro MeHio ®aii > OTKpBITH B obs1ake v Paiis > Padora

B obrake > Ckauathb (cM. PucyHok 272).
2. B npoBopHuKe 0671aUHOTO XPAaHWIHUIIA IIEJIKHUTe 10 (aiiTy MpaBoy KHOMKOM MBI U

BBIIIOJIHUTE KOMaH/y KOHTEKCTHOTO MeHIO Y JainuTh (cM. Pucynok 275).

B MoiQdmc TaBnuua

@ Mow goKymeHThI
Mou JoKyMEHTE

an [locTynHble MHe
A

= OrmeueHHbIe B Yaaawums

'o’ HE‘,.'J,EIEIHHE‘ AOEYMEHTEI Hogas TEEJJ'IMLI,E.KDdS %

i KopawnHa

Pucynok 275 — Komanpaa Y mamurs

[Tocrne ynanenus ¢aiin nepemeriaetcs B pasznen Kopauna.

Ecinu daiin HaxoauTcs B anke, CO3JJaHHOM APYTHUM I10JIb30BaTesieM, TO OH IiepeMelraeTcst
B pasnien Kop3una Biajenblia JaHHOU manku. Y aBTopa B pasdzeiie Kop3mna naHHbBIN

¢daits1 He oTOOpaXkaeTcs.

[Ipu HeobxomumocTu aitst MOXXHO BocCTaHOBUTHL U3 Kop3unsbl (cM. pasgen 2.12.8) unu

yAanuTh 6e3B03BPaTHO.
Yto6b! 6e3B0O3BpaTHO ynanuTh (ailyl U3 00IaUHOTO XPAHWIMIIA, BBIIOJIHUTE CIleAyIolre
JeUCTBUS.
1. B npoBoanuke obmayHoro xpaHuiuina Beidoepute pasnen Kopsuna (cm. Pucynok 276).
2. B cnucke ¢aiinoB pasfena IeakHUTe 10 ¢$aily IpaBoM KHOIKOM MBIIIM U BBIIIOJIHHATE

KOMaH/1y KOHTeKCTHOT'O MeHIO Y JaJINTh 0e3B03BPaTHO.
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B MoiCduc TaBawua

d® Mow gokymeHThl

Kop3vHa
[ ]
an [locTynHble MHe
|- STk ¥nanuTe BesgosepatHo
OTMeyeHHble A P
E H & g (» BoccTaHoBWTE
© Henashve AOKYMEHTHI OBaA Tabfinla.xods

i KopznHa

Pucynok 276 — Y nanenue ¢arina us Kopsunsl

2.12.8 BoccTaHoBUTH anky win ¢pamn

YT0oObI BOCCTAHOBUTH MAnKy WK ¢aiin u3 Kop3auHsl, BHIIOTHUTE CIeAYIOIe 1eACTBUS:

1. Ilepetinure B pa3nen Kop3una (cM. PucyHok 276).

2. IllenkHuTe MpaBOM KHOIIKOM MBIIIY 110 TpebyeMoMy ¢aiiiy/Tarke 1 BHIIOJTHUTE KOMaHy

KOHTeKCTHOIro MeHI0 BoccTaHOBHTS.

Eciu B Kop3une cofiep>XyTcs Marka, TO MOXXHO BOCCTAaHOBUTh KaK BCIO MAIKy C daiiaMy,

TaK U OTAeJIbHbIe (aiiibl, KOTOpble COepXKaTcs B JaHHOM NHanke. B 060ux ciy4asx BocCTaHOBJIeHUe

BBITIOJIHAETCA B ICXOJHOEe MeCTOIIOJIOKeHHe IIaIlIKH.
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2.12.9 HacTpouts 0011uii qocry k ¢pairy

[Tosb3oBarenb MoOXeT NpefoCTaBUTh APYTHMM Iojib3oBaressiM foctyn K XODS-daiinam,
KOTOpble OH CO037ail B oOjayHOM XpaHuiuile. JlocTynm IpefocTraBisieTcsl [UIsi COBMeCTHOI'O
IIPOCMOTPA, pelakTHPOBaHUs U/WJIH yIpaBjleHus IpaBaMU [OCTYyIIa K ¢aiiiam.

YtoObl HACTPOMTH OOIIMKA JOCTYIl K KakoMy-aubo ¢ailiy, OTKpoWTe ero B obiake
(cm. paznen 2.12.2).

3aTteM BbIOEpUTe MYHKT KOMaHAHOro MeHio OOmmii mocryn > Hacrpouts nmocryn

(cm. Pucynok 277).

OBwwmin goctyn | Hagetpoikw

HactpowTe goctyn

OTnpaewTe No NodTe...

Pucynok 277 — KomangHoe mexio O61uii JoCcTymn

B otkpeiBiiemcsi okHe (cMm. PucyHok 278) ykaxkuTe mojb3oBaresied, KOTOPbIM TpeOyeTcs
[IPeIOCTaBUTh JJOCTYI K ¢aily, OAHUM U3 CIIeAYIOIIUX CII0OCOOO0B:

— BPYYHYIO BBeJIUTe UMs WIH aJipecC 3JIeKTPOHHOM IOYTHI AJIsl KaXXI0T0 M0JIb30BaTelIs;

— HaXMHUTe KHOIIKY E (BpIOpaTh KOHTAKTHI) U B aIpeCHON KHUTe OTMeTbTe Gria’KKaMU

KOHTaKThI TpebyeMbIX 110JIb30BaTeJIel.

OBuwwi goctyn k 'MoAOdue xods' x
| anercca| * ‘ E MpocmoTp v
Anexcanap CMWUPHOB  alexandr.smirnov@mrt myoffice.ru [NoBaenTe

Pucynok 278 — [louck nonbp3oBaTens

YkaxxuTe ypoBeHb JIOCTyINa Il BbIOPAaHHBIX IOJIb30BaTeslel clipaBa OT aJ[peCHON KHUTH
(cM. Pucynok 279):
— IIpocmoTp — [aHHOe 1IpaBO IIPeIOCTaBJISieT  I10JIb30BaTeslIM  BO3MOXKHOCTb
IIPOCMaTpUBaTh U CKAaYMBATh IOKyMEHT.
— PepaxkTupoBaHHe — JaHHOe IIpPaBO BKJIIOYaeT I1paBo Ha IIpocMoTp OKyMeHTa, a Takxe

IIpeaoCTaBJIdeT IM0JIb30BaTe/IAM BO3MOXHOCTE peJdKTUPOBATb JOKYMEHT.
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— YunpaBiieHHe — JJaHHOe IpaBO BKJIovYaeT npaBa Ha IIpocmorp v PemakTupoBanue
JOKyMeHTa, a TakKXKe IIpe/IoCTaBJiseT II0JIb30BATeIsIM BO3MOXHOCTb — YIIPABJISITh
HACTPOMKaMH JIOCTyNa K JJOKyMeHTY: BblIaBaTh IIpaBa Ha paboTy C IOKyMEHTOM HOBBIM
I10JIb30BATEJISIM U U3MEHSITh IpaBa CYIIeCTBYIOIIHX I10Ib30BaTesel.

— OTka3aHo B I0CTyIIe — OJIOKUPOBATH [10JIb30BATENISIM JIOCTYII K JOKYMEHTY.

O6wwmit goctyn k 'MoidOducxods' x
AnekcaHap CMUPHOE Beegute MmMa MK email x E | Mpocuotp 5 l
+"  TpocmoTtp
@ YeenomuTe NUceMOM (TONBKO OTAENEHLIM MONLIOBATENAM, 3 HE Fpyrnam)
PepaktupoBaHue
EneHa CmMupHOBa ) Ynpasnexve

elena.smirnova@mrt.myoffice.ru
: OTkasaHo B gocTyne

Pucynoxk 279 — Beibop ypoBHs goctyna

Ecnu Bcem nonb3oBaTesnissM TpeOyeTcs OTIIpaBUTh YBeJJOMJIeHMe I10 3JIeKTPOHHOM 1o4Te 00
W3MEeHeHUH IpaB JIOCTyIa K ¢aiily, IoCTaBbTe GIaXXOK YBeJOMHUTH IMCbMOM.

daroBasi KHOIIKa Y BeJOMHTH MUCBMOM HeJIOCTYIIHA B CJIEAYIOIIUX CITy4dasX:

— aJipec 3JIeKTPOHHOM NOYThI YYaCTHUKA SIBJISIETCS] He[IeCTBUTEIIbHBIM;

— IIpaBa Ha JOCTYII K Qaiily U3MeHeHbl;

— JIOCTYII K daiity 3ampeleH;

— IIpaBa IpeJOCTaBJIEHbI I'PYIIIIe JIIOJIer, a He OTHelIbHbIM Y4daCTHHUKAM.

Haxxmure kHorky HobaBuTh (cM. Pucynok 280).

OBuwwi goctyn k 'MoAOducxods' x

AnexcaHap CMUPHOE |5|EE,-JL-E WMA WK email . ‘ E PegakTupoBaHwne A

YBEAOMNTE MUCEMOM (TONLKO OTAENLHBIM NONL30BATENANM, 8 HE rPyNManm) fobaenTe

Pucynok 280 — Kuonka /lobaBuTh
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BriOpaHHble KOHTAKThI J100aBATCS K CIKCKY I0JIb30BaTesiei, KOTOpble UMEIOT JOCTyH K
daitnty (cMm. Pucynok 281).

Haxxmute kHoniky I'oToBo.

OBwmi goctyn K 'MeiOducxods'

AnekcaHap CMUPHOB

alexandr.smirnov@mrt.myoffice.ru

PE,ﬂ,aKTMF}UEI-aHME h

Enena CMHUpHOBa

elena.smirnova@mrt.myoffice.ru

lNoToBo OTmeHa

Pucynok 281 — Cniucok nosnb3oBaresnen

Ecnu TpebyeTcsi U3MeHHUTH IIpaBa I10JIb30BaTesled Ha JOCTYI K ¢ailily, IOBTOPHO OTKpPOWTe
OKHO obIero jocryna. Beibepure TpebyeMblii ypoBeHb JOCTyMA Ui OTHENIbHBIX Y4aCTHUKOB C
IIOMOIIBIO BBINAIAIONIMX CIIMCKOB HAIIPOTUB UX UMeH (cM. PucyHok 281).

Ecimu xakoro-mbo mosib3oBaTesisi TpebyeTcs JMIIUTh JOCTyNa K aily, yAaauTe ero U3

CIIMCKaA. ,HJ'IH 3TOI'0 HA’)KMUTE HAIIPOTUB €Iro UMEHU KHOIIKY (YIIaJII/ITI) IIpaBo HOCTyIIa).

2.12.10 OTka3zaThcs OT AoCTyma K ¢airy

[Tosib3oBaTeny 06/1AYHOTO XPaHWIKIIA MOTYT IIPeIOCTABIISTh JOCTYI K CO3/IJaHHBIM ¢aiiiaM
JIPYyTHM Toyib30BaTessaM (cM. pasnen 2.12.9).

[Tocne npenocraBnenus focTyna ¢aiiyl aBToMaTHYeCKHu OToOpakaeTcs y I0Jjib30BaTesieil B
paspesie obsayHoro xpanuwuiia JJocrynmaeie MHe. Eciiv nosb3oBaTesib 0TKa3bIBaeTCsl OT JOCTYTIA,
TO ail yJanseTcs U3 CIMCKa JIOCTYITHbIX (HAUIIoB.

YToObI OTKa3aThCs OT IOCTyIIA K KAKOMY-JIMOO0 (aiiily, BHIIIOIHUATE Cllefylolye NeHCTBUS:

1. Boibepure nyHKT KoMaHAHOro MeHio Pais > OTKpBITH B o0J1ake (cM. PucyHok 282).
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®aitn  [paeka Beraeka @opmatr  Tabavua [JanHoe

a Cozgate Ctrl+M

Cozpate no wabnony...

= Orkpwite... Ctrl+0
OTkpwiTe B oBaake... Ctrl=Shift+0

Pucynok 282 — Komananoe menio Paiin

2. B nmnpoBomHuke 007aYHOTO XpaHWIWINA BbibepuTe pasgen JlocrynmHble MHe

(cM. PucyHnok 283).

B MoiaOdunc TaBnuya

d® Mon gokymenThl
JocTynHElE MHE

2% JocTynHeie MHe
Kma

™ o
TMEUEHHEIE
OTkazaTecA oT JocTyna

© HepasHne gokymenTsi E Hogan Tabmua.xods h

Pucynok 283 — OTka3 oT focTymna

3. OTtkaxurech OT AOCTyNa K (aiily OJJHUM U3 CIIeAYIOIIUX CII0COOO0B:
— Boimenure TpeOyembidt aiti TpaBOM KHOIKOW MBIIIKA U BBLITIOJIHUTE KOMaHAY
KOHTeKCTHOro MeHI0 OTKa3aThCs OT JOCTYIIA.
— BroienuTe ¢aiis ieBoi KHOIIKOM MBIIIK U HaxkmuTe KiiaBuilly Delete Ha kiaBuaType.

4. B okne OTka3sarbcs oT gocryna HakmuTe KHONKY OK (cM. PucyHnok 284).
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OTkazaTecA oT 4oCTyna *

Ynanute Hoeaa Tabnuua.xods m3
CNWCKa K 0TKa3aTbCA OT gocTyna?
JocTyn moxeT ObiTb BO3BpaLLeH
TONbKO BNajenbLem.

Pucynok 284 — Oxno OTKa3aThCs OT IOCTyIIA

2.12.11 BerritTu 13 ods1aka

[Tepen BbIXO/IOM M3 00JIAYHOTO XPAHUJIUINIA PEKOMEH/TyeTCsl 3aKPhITh BCe (HaliIbl, OTKPHIThIE
B obOJiake.
YroObI BBIATH U3 00JIaKa, BHITOIHUTE CIIEAYIOIIHe IeHCTBUS:

1. Bribepurte myHKT koMaHIHOTO MeHIo daiin > PaboTa B obsiake > BoiiTu B 00;1ak0 (CM.

Pucynok 285).
®ain  lMpaeka Beraeka @opwar Tabnawua  Jadnse  WHeorpyments Bug O
D Co3path Ctrl+MN I - 12 | w
Cozgate no wabnoHy...
Y AB F - 4
= Omkpwite.. Ctrl+0
OTkpeiTe B oBnake... Ctrl+Shift+0
OTKpBITE ... L4
HegaeHwe gokymeHTH 4 E
Pabota B obnake D Boiith B 06nako
= Coxpaquts Ctrl+5 DT
CoxpaHnTb Kak.. F12 ST T

Pucynok 285 — KomanaHoe mMeno Paiin

B oxne Bxop (cM. PucyHok 283) HaxkxmuTe KHOIIKY BBIHTH.
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Bxoa >
y

Noruu:
>

Mapoak:
[124]

Cepeepm
>

Pucynok 286 — Oxno Bxog

2.13 CpencrBa aBTOMaTH3aIUU

2.13.1 MakpoxomMaHabI

MakpokoMaHzbl TpeJICTaBIsAI0T Cco00M NporpaMmbl HeOOJIBIIOTO pa3Mepa, C IIOMOIIbIO
KOTOPBIX B JIOKyMEHTe aBTOMATHM3UPYeTCsl BBIIOJHEHWe IIPOAOIDKUTENbHBIX WM  4YacTo
MIOBTOPSIIOLIMXCS ornepanyid. J1y1st paspaboTku MakpokoMaHj B nipuinoxeHun «MoitOduc Tabnuriay»
WCII0JIb3YeTCs SI3bIK IporpamMmupoBanus Lua.

Kak mpaBuio, MakpokoMaH/1bl UCIIOJIb3YIOTCS [JIsl PellleHusl ClleyIoIIMX 3a/1a4:

— JobaBneHre GOpMyIIbl B STUEHKY;

— JobaBiieHHe TeKCTa B STYeHKY;

— IIOMCK U 3aMeHa I10 TeKCTY;

— yHAdJieHHe TeKCTd.

CoxpaHeHre MaKpOKOMaH]| TOJIepXXUBAeTCsl TOJIbKO B Tpeliejiax TeKYIero JOKyMeHTa.
Ecny aHanmorvyHble MaKpOKOMaHIbl TpeOyeTCs MCIOJIb30BaTh B JIPYIOM JOKyMeHTe, ClelyeT

CO3/1aTh X HellOCPe[ICTBEHHO B IPYTOM JIOKyMeHTe.
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[TonpobHoe onMcanre paboTHl C MaKPOKOMaHJJaMU IIpMBeleHO B IoKyMeHTe « CIIpaBOYHUK

MdKPOKOMAdH/I] Ha S3bIKe ITPpOrpaMMHUPOBAHHNA Luay.
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2.13.1.1 Co3gaTh MaKpOKOMaH/Y

MaKPOKOMaHlIy MOJKHO CO3JaTb OJHHUM H3 CJIeAYIOIIUX CITOCODOB:

1. 3ammcaTh mocefoBaTelIbHOE BBHITIOJIHEHWe NEeWCTBUM, W3 KOTOPBIX JIOJDKHA COCTOSTh

MaKpPOKOMaH/Ia.

2. BBecTH TeKCT MaKpOKOMAaH/IbI BPyUHYIO.

YToOBI 3anTMCaTh MAaKPOKOMAH/TY:
1. HaunuTe 3an1MCh OOHUM U3 CJIEAYIONIUX CIIOCOOOB:

— DBroibepute nyHKT koMaHAgHOro MeHi0 MHcTpyMeHTBI > MakpokoMaHABI >

3ammcars MakpokoManpy (0era) (cMm. Pucynok 287).

WMuctpymentsr Bug  OBwwia goctyn HagcTtpoikw  Cnpaeka

lNpasonucanue Yot = === 7 -
HacTpaveaemblil choBaps
MzmeHnTE A3bk...
BhinaBHMBAHWE
Makpokomangel r Pesaktop MakpokoMaHs
E E 3anucaTe MakpokomaHay (Geta)

Pucynok 287 — Komana 3anucaTs MakpokoMaHnay (0era)

— OrtkporiTe OKHO OBICTPBIX JeMcTBUM (M. pa3zen 1.8) u BeibepuTe koMaH/ly 3anucaTh

MaKpoKoMaHpy (0era).

2. Bruimomxaute OCHIeJOBaTeIbHOCTh  JIeMCTBUM, U3 KOTOPBIX OOJIDKHA  COCTOSATH

MdKPOKOMaH/Id.

B Tekyi1iieit Bepcuu MpUIIo>KeHUs He Bce JEMCTBUS M0JIb30BaTeIsl JOCTYTTHbI JJIsl 31 CH.
[Ipy BbITTOIHEHUM MJEUCTBUS, 3allMCb KOTOPOTO He TOJJIePXKUBAETCs, Ha 3KpaHe

oToOpakaeTcsl BCIUIbIBAtOIIee coob1ieHre «/leficTBre He MOXKeT ObITh 3alICAHOY.



612
502220.29144487-2016-01 34

3. 3aBepmHTe 3allMCb OJHUM U3 CJleJyIoInX cIrocoboB:

— DBroibepute nyHKT komaHgHOro MeH0 HMHcTpymMeHTBI > MakpokoMaHABI >

OcranoBuTH 3antuch (cM. PucyHok 288).

WMHcTpymenter Bug  OBwwi goctyn  HagcTpoikw  Cnpaexa

Mpaecnrcadye r +

HacTpaweaemmii choeaps

v BB, =

3MEHMTE A3BIK...
BhinaBHMBAHWE

Makpokomadam r Pepgaktop makpokomaHa

E = CcTaHOBWTE 3aNWCh

Pucynok 288 — Komanga OcTaHOBHTH 3aIIUuCh

— B crpoke cocrosinus HaxkmuTe KHOTIKY [l OcTanoBuTH 3amuck (cM. Prucynok 289).

10
1)

(] +

B OcraHoeuTs 3anMce

Pucynok 289 — Knonka OcraHOBHUTSH 3alIUCh

4. B oTkpbIiBIIEMcS [UanoroBoM okHe (cM. PucyHok 290) ykaxuTte UMs MaKpOKOMaH/ABI U

HakmuTe kHOIIKy OK.
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Mran:

‘ Eez mmeHn oy ‘

Pucynok 290 — JluasoroBoe 0KHO

[Ipu ycmemHOM coXpaHEeHMM MaKpOKOMAaH[bI HAa 3KpaHe OTOOpPa3UTCs BCIUIbIBAIOIEe

coobiienre « MakpokomaH/ia "MMs._MaKpOKOMaH/Ibl" COXpaHeHa.

YTOOBI BBECTH TEKCT MdKPOKOMaH/Ibl BPYYHYIO:

1. Bruibepute nyHKT KoMaHiHOTrO MeHI0 IHCTpyMeHTBI > MakpokomaHasl > PemakTop

Makpokomanp (cM. Pucynok 291).

Bug OBwwi goctyn  Hagctpoikw

MHeTpymeHTH

MNpaecnucanue k + = = = = T
HacTpaweaemblil cnoBaps B B -
v BB v
zmMeEHWTE AZLIK...
BhinaBHMBAHKME
Makpokomangel ¥ Pepaktop MakpokoMaHg,
£ E JanucaTe MakpokomaHay (Geta)

Pucynok 291 — Komanyia PegakTop MmakpokomMaH/

2. B okze PegakTop MakKpoKoMaH]| HAXXMUTe KHOTIKY + (cM. PucyHok 292).
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& PegakTop MakpoKomMaHg,

+ —

.‘Btn:.rmm: ~CTIEI,F_I'1TI: C] ) £} 1=

Pucynok 292 — KHomnka co3filaHvst MaKpoKOMaH/Ibl
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3. BBeguTe uMs MaKpOKOMaHAbl WIA OCTaBbTe UMS, YyKa3aHHOe 110 YMOJIYaHUIO
(cM. Pucynok 293). Utob6el coxpaHuTh uUMs, HaxMuTe KiaBuily Enter wiv menkHure

MBIIIIBIO TI0 JIF0O0HM 06J1aCTH pelakTopa MaKpPOKOMaH]I.

a PepakTop MakpokomaHg *
1 BeeauTe HOBLIA CKPUNT 3080k
+ —
P Bunonnwte ™ Omnaane [
Pucynok 293 — BBog uMeHH MaKpOKOMaH/IbI
4. BaenuTe TekCT MakpoKoMaH bl (cM. PucyHok 294).
>

O] PegakTop MakpokomMaHg,

range = document:getRange();
Makpokomanaa 1 startPos = range:getBegin();

textProp = range:getTextProperties();
textProp.italic = true;
textProp.allCapitals = true;

range:setTextProperties(textProp);
9 startPos:insertText("MoiOdnc!");

+ —_

P Buinonnute l? Omnagute ||

Pucynok 294 — BBoji TekcTa MakKpOKOMaH TbI

Texct MdKPOKOMaH/Ibl COXPAHHUTCS dBTOMATHUIeCKHU.
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[Tpu poGaBneHuu B IOKyMEHT MaKpPOKOMAaHIbl Ha OOKOBOUW TAHENHM IOSIBJISETCS KHOIKA
@ (Makpoxomanasl) (cM. Pucynok 295). [Ipu HaXkaTiy Ha JAHHYIO KHOIIKY OTKPBIBAeTCS TIaHeJlb
paboThl C MAKPOKOMaHAAMH, C TIOMOIIIbIO KOTOPOM MOXXHO BBITIOJIHUTD CJIeAYIOIIre IefCTBUS:

— HaWTH MakpokomaHay (cm. pazzen 2.13.1.2);

—  BBINOJIHUTH MaKpoKoMaHAy (cM. pa3gen 2.13.1.3);

— OTKPBITh pefjakTOp MaKpokoMaHj (cM. pasaen 2.13.1.4).

mEw By T . -
o~ 05 B9 &
B H B eH~
JaHHbe Bcraska i
_)
N o” Q
Mownck
fx
Makpokomanga 1 @
Makpokomanga 2 0
Makpokomanga 3
W
>
CP3HAY 0 MWH 0 MAKC 0 C4ET3 0 [F] - ® + 100% ~

Pucynoxk 295 — Ilanenb paboThl ¢ MaKpOKOMaHIaMHU

YToObl 3aKpbITh TaHeJlb paboThl C MaKPOKOMAaHIAMH, HaXXMUTe Ha KHOIKY -3,
PacIiooXeHHYI0 HaJl CTPOKOM TTOMCKA, WM TOBTOPHO HAXXMHUTE Ha KHOMKY ® (MakpokoMaHabI)
Ha HOKOBOM MaHeJIH.

Kuonka (&) (MakpokomaHabl) oToOpakaeTcss Ha OOKOBOM MaHeNM A0 TeX IOop, IOKa

JIOKYMEeHT COJIeP>KUT XOTs Obl OJTHY MAaKpPOKOMaH/Ty.
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2.13.1.2 HaiiTn MaKpOKOMaHIY

Ecm nokymeHT comepxyTr 0oJibllioe KOJIMYeCTBO MAKpPOKOMaH[, JIsi OBICTPOro MOMCKa
TpebyemMoi MaKpOKOMAH/Ibl BBIIIOJIHUTE CIIeAYIOIe IeHCTBUS:

1. Ha 6oxoBo# naHe i HAXKMUTE KHOTIKY @ (Makpoxkomanzsbr) (cM. Pucynok 296).

2. Ha nanenu paboTbl C MAKPOKOMAaHJIaMU YKa)XKUTe B CTPOKe MOMCKA YaCTh HAa3BaHUsS WIU

Ha3BaHHe TpebyeMOl MaKpPOKOMAH/IbI I1eJIUKOM.

B croucke MdKPOKOMaH[{ OTO6p83HTC$I MdKPOKOMaH/Ibl, Ha3BaHUA KOTOPBIX YIOBJIETBOPAIOT

YKa3aHHbIM pe3YyJibTdaTaM IIOHCKaA.

™mEwm By T -
N IR o~ g &4 & -
JaHHbE BrraBka ~

E x |

MakpokomaHga 2

G @ O

Pucynoxk 296 — Ilorick MaKpOKOMaH/IbI
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2.13.1.3 BInoyiIHUTHL MAaKPOKOMaHAY

MaKpOKOMaHI[y MOZKHO BBITIOJIHUTD C IIOMOIIbIO peJdKTOPa MdKPOKOMdaH/I WJIX C IIOMOIIBIO

naHesiv paboThl C MaKPOKOMaHAAMH.

YToObl BBIMOJIHUTL MaKpOKOMAaHJy C IIOMOIIbIO pefakTopa MaKpPOKOMAaH], BBIIOJIHUTE

CIleflyIolye NeiCTBUL:

1. Bribepute nyHKT KoMaHiHOrO MeHI0 HCTpyMeHTBI > Makpokomanasl > PemakTop

makpokomanj (cMm. Pucynok 297).

WMHctpymenter  Bug  OBwwi goctyn  HagcTpoikn

Mpascnucadue r +

HacTpaweaemblil cnoBape

N3meHTE A3BIK...
BhinaBHMBAHWE

Makpokomadam » PenakTop MakpokomaHsg

JanucaTte Makpokomanay (Geta)

Pucynok 297 — Komanna PegakTop MmakpokomaH/

2. B oxHe PemakTop MakpokoMaHj BbiOepuTe TpeOyemMyl0 MaKpPOKOMaHAYy W3 CIIMCKa
(cm. Pucynok 298).

3. Haxwmure kHOIKY # BHIIOIHHTD.

& Pegaktop makpokomaHg

1 kange = document:getRange();

Makpokemanaa 1 startPos = range:getBeqin();

Makpokomanaa 2 textProp = range:getTextProperties();
textProp.italic = true;

Makpokomanaa 3 textProp.allCapitals = true;

range: setTextProperties(textProp);
startPos:insertText("MorOduc!");

4 —_—

' BrinoaHuTE & COtnagnte D

Pucynok 298 — Knonka BemoaHurs
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HWudopmarivss 0 BBHIIOJTHEHWM MAaKPOKOMAaHJbI 0TOOpasuTcsi B obiactu  PesyibTat

(cMm. Pucynok 299).

& Pegaktop makpokomang *

1 range = document:getRange();

Makpokemanaa 1 startPos = range:getBeqin();

Makpokomanaa 2 textProp = range:getTextProperties();
textProp.italic = true;

Makpokomanaa 3 textProp.allCapitals = true;

range: setTextProperties(textProp);
startPos:insertText("MorOduc!");

4 —_—

P EuinoanuTs ]? Otnagute [

Pesynwtat Makpokomadaa 1 Ounetute &
J

Ma KpOKOMaHOa YyonelwHo BeINoNHEHa

PucyHnok 299 — Pe3ynbTaT BHIIOJIHEHMS MAaKPOKOMAaH/IbI

YToOBI BBIIIOJHUTH MdKPOKOMaHly C IIOMOHIbIO IIdHEeJIN pa6OTbI C MdKPOKOMdHIdMH,
BBIIIOJIHUTE Clledyromiye JEerCTBUS:

1. Ha 60k0BO¥ MaHesI HAKMUTE KHOIIKY @ (Makpoxkomangsbr) (cM. Pucynok 300).

—

™ a m v Ul

. = o .
Bod® el oo~ 03 B &

JaHHbE BrraBka ~
_)
N o” Q
Mownck
fx
Makpokomanaa 1 B & @
Makpokomanga 2 @

Pucynoxk 300 — ITanenb paboThl ¢ MAaKpOKOMaHIaMHU
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2. 3amycTyTe MaKPOKOMaHAY OJIHAM U3 CIeyIOIINX CII0COOO0B:
— Ha manenmu paboThl C MaKpOKOMaHIaMH HaBe[IUTe KypCOpP MBI HAa Ha3BaHUe
MaKpPOKOMaH/Ibl M1 HAXKMHUTe KHOTIKY [> (BpimostauTs) (cM. Prucynoxk 300).

— BrimenuTe cTpOKY MaKpOKOMaH/IbI IBOMHBIM IETYKOM MBIIITH.

2.13.1.4 PenakTpOoBaTh MaKpOKOMaHIy

YroOBl peJlaKTUPOBaTh MaKPOKOMAaH/Y, BBIIIOJIHUTE CllefiyIoIIye AefCTBUS:
1. OrtxpoiiTe pegakTop MaKpOKOMaH/, OJHUM U3 CIIEAYIOLIUX CIIOCOOOB:
— DBroibepute nyHKT koMaHAgHOro MeHi0 MHcTpyMeHTBI > MakpokoMaHABI >

PepaxTop makpoxkomanp (cMm. Pucynok 301).

HMHcTpymenter Bug  OBwwid goctyn  Hagetpolikn  Cnpaeka

Mpaeocnucanue r + T

HacTpaveaeme i choBaps
v A 5

3MEHNTE A3MIK...
BhinaBHMBAHWE

Makpokomanas r PegakTop MakpokomaHg

danucate Makpokonmangy (Gera)

Pucynok 301 — Komanyia PegakTop MmakpokomMaH/

— Ha 6okoBoi1 aHeny HaXKMUTe KHOTIKY @ (Makpoxomanzb) (cM. Pucynok 302). Ha
naHeau paboThl C MaKPOKOMaHJaMM HaBe[lMTe KypCcOp MBbIIIM Ha Ha3BaHUe

MdKpPOKOMdH/[IbI, KOTOPYIO Tpe6yeTc;1 pPedakKTUpoBdTb, MW HAXXMHUTE KHOIIKY

& (PemaKkTHpOBATH).

™S By -
oo~ 5 B &
B d ¥ e o~ 13 B ¢

[aHHbe Bcraeka

MakpokomaHia 1 > {5’[}

Q@ » O

Makpokomanaa 2

Pucynoxk 302 — Ilanenb paboThl ¢ MAaKpOKOMaHIaMHU
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2. B oxue PemakTop MakpokoMaHj BbiOepuTe TpeOyemMyl0 MaKpOKOMaHAYy W3 CIIMCKa
(cMm. Pucynok 298).

3. Baecure HeoOXooUMbBIe U3MEHEHUS B ee TeKCT.

H3meHeHMs B TeKCTe MAaKPOKOMaH/bI COXPAHAIOTCA dBTOMATUY€CKH.

2.13.1.5 OTnaguTh MaKpOKOMaH/Y

[lepen 3amyckoM oOTIaJyMKa MakKpOKOMaHJ, YCTaHOBUTE B TeKCTe MaKpPOKOMAaHJbl TOYKU
OCTaHOBa OTJIaJ4uKa. [j1g aToro:
1. OrtkpoiiTe pegakTOp MaKpOKOMaH/ OHUM U3 CJIeIYIOLIUX CIIOCOOOB:

— DBruibepute nyHKT koMaHAgHOro MeHi0 MHcTpyMeHTBI > MakpokoMaHABI >
PenakxTop makpokomanyg (cMm. Pucynok 301).

— Ha GokoBoii maHes HaXKMUTE KHOTIKY @ (Makpoxomangbl) (cM. Pucynok 302). Ha
naHesid paboThl C MaKpPOKOMaHJaMHM HaBeJUTe KYypCOp MBIIIM Ha Ha3BaHUe
MaKpPOKOMaHJIpl, KOTOpPyi0 TpeOyeTcs peNakTHUpOBaTh, M HAXMWUTe KHOIIKY
& (PegaKTHpPOBATh).

2. B oxHe PemakTOop MakpokoMaHj BblOepuTe TpeOyeMyl0 MaKpPOKOMaHAY M3 CIIMCKa

(cm. Pucynok 303).

3. YcraHoBUTe IIepBYI0 TOYKY OCTaHOBA OTJIafuuKa. [[js 3TOro IeJKHWTe MBIIIbIO
cupaBa OT HOMepa CTPOKM, B KOTOPOM HeOoOXOOMMO CO3JaTb TOYKY OCTaHOBaA.

Touka ocranoBa 6yzer o603HaveHa 3Haukom @.

4. YcraHoBuUTe JpyTHe TOYKU OCTAaHOBA aHAJIOTHYHBIM 00Pa3oM.

Ecmu TPE6YETC$I YAAJIIUTb KaKy'IO-J'II/I6O TOYKY OCTdHOBA4, IIEJIKHUTE I10 HeM MBIIIbIO.

& Pegakrtop makpokomang *

1 range = document:getRange();

Makpokomanaa 1 startPos = range:getBeqin();

Makpokomanga 2 textProp = range:getTextProperties();
textProp.italic = true;

Makpokomanga 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos: insertText("MoADduc!");

Pucynoxk 303 — Touka ocraHoBa
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HJ’[S[ OTJIaJKH MdKPOKOMaH/IbI BbIIIOJIHUTE ClieJyronjre IerCTBUS:

1. Haxwmure kHomky £* Otiaamuth (cM. PucyHok 304). 3amycTUTCs IIpOIECC OTNAamKH
MadKpPOKOMaH/bI. Ecmu B Tekcre MdKPOKOMaHIBI COOep>KaTCd TOYKH OCTaHOBaA4,
TO TPOIEeCC OTJIAJAKW OCTAHOBUTCSI HAa CTPOKe, KOTOpPas COJIEPXKUT IMEepPBYI0 TOYKY.
Ecnu Touku octaHoBa OTCYTCTBYIOT, TO IIponecC OTJIaIKHU OCTaHOBUTCA Had nepBoﬁ CTpOKe
MdKPOKOMaH/IbI.
J Pegakrop makpokomang *
1 range = document:getRange();
Makpokomanaa 1 startPos = range:getBeqin();
Makpokomanaa 2 ® textProp = range:getTextProperties();
textProp.italic = true;
Makpokomanga 3 textProp.allCapitals = true;
range:setTextProperties(textProp);
startPos: insertText("MoliOduc!");
+ —
' BmnoaHuTs ﬁ~ OTnaguts

2.

Pucynok 304 — Knonka OTiiaauTh

J171s1 ynipaBiieHus IaraMu OTJIaJIKU UCIIONIb3YWTe Cllefyromuye KHOnKY (cM. Prucynok 305):
=, (IIlar ¢ 3aX0/0M) — BLIIOJIHUTD OJIUH LIAr OT/Ia/KH UK 3aX0/] B TeJl0 GYHKIMH, eCiii
TaKOBasl eCTh B TeKYIlel MO3ULIUN OTJIA/IKH;

7} (IITar c 06x0/10M) — BBEITIOJIHUTH OfIMH IIIAr OTJIAKHU 0e3 3axX0/a B TeJio dyHKIMY;

|
]* (IJ_Iar C BBIXOHOM) — IIPOAOJIKUTD BBITIOJITHEHWE MdKPOKOMAdH/IBI 10 MOMEHTAd BbIXO/dd

13 PYHKIIMH, B KOTOPOW OTJIQYMK HAXOJIUTCS B TEKYIIeH TTO3UIIHH.

B Ipomnecce OTJIaAKX B OKHe peldKTOpPd MdKPOKOMAaH/] OTO6pa>KaIOTC$I dlegyromiye obsacTu:

Brimosnenue — OKHO /1715 BBIBOJIa COODIIEHUM BO BpeMsi OTJIa[IKU;

CTek BBI30BOB — OKHO CTEKa BbI30BOB;

IlepemenHble — OKHO BBIBOJIa 3HAYEHHW JIOKAJIbHBIX M TJI00AbHBIX IEepeMeHHBIX,
NOCTYIHBIX HA TeKyIleM Iare BBLIMOJTHEHWS MaKpoKoMaHAbl. Eciu oTobpajkaemas

IepeMeHHds IpeaCcTaBIsIeT U3 cebs Ta6n1/1uy WJIN1 MACCHUB, TO IIPU HAXXATUW KHOIIKU
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paCHOHO)KEHHOﬁ CJjieBa OT UMEeHH HGPEMEHHOﬁ, HOCTYyIIeH ITPpOCMOTp ee COAep>KUMOro B

pa3BepHyTOM BHUJIE.

O] Pegaktop makpokomang *

range = document:getRange();

Makpokomanga 1 startPos = range:getBegin();

Makpokomanga 2 @ textProp = range:getTextProperties();
5 * textProp.italic = true;

Makpokomanga 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MoiOduc!");

+ —_—
[':." BrinonanuTs & Otnagute . *: Q %‘

BoingaHeHue. .. CTek Bw30BOE MepemerHbie
main(j#Fup:1 JoKansHbIE
[noGaneHeie

textProp = [DocumentAP| TextProperties)
startPos = [DocumentAPlL Position)
range = (DocumentAPl.Range)

Pucynok 305 — OTagka MakpokOMaH/Ibl

OTagka 3aBepIriaeTcst IpU JOCTHXKEHUH KOHIIA MAaKPOKOMAH/IBI.
Ecmu  Tpebyercss mpepBaTh IIPOIeCC OTajky, Haxmure kHonky B (OcTaHOBHTH

MaKPOKOMaHJY).

2.13.1.6 Yaanurs MaKpoOKOMaHIy

YToOB! yIaJIuTh MaKPOKOMAaHTy, BBIIIOJIHUTE CJIeIyIOlIe 1eHCTBUS:
1. OrtkpoiiTe pegakTop MaKpOKOMaH/ OHUM U3 CJIeIYIOLIUX CIIOCOOOB:
— Bpibepute nyHKT KoMaH/IHOTO MeHI0 MHCTpyMeHThI > MakpokomaHas! > PemakTop

makpokomanf (cMm. Pucynok 306).
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Muctpymentsr - Bug  OBwwi goctyn  Hagctpoikn

MNpaecnucanue r + T

HacTpaweaemblil cnoBaps
" AE o =
— =&

3MeHUTE A3BIK...
BhinaBHMBAHWE

Makpokomangel ¥ Pepaktop MakpokoMaHg,

JanucaTe MakpokomaHay (Geta)

Pucynok 306 — Komanyia PegakTop MakpokomaHy

— Ha 6okoBoii maHesi HAXKMHUTe KHOTIKY @ (Makpoxkomanasl) (cM. Pucynok 307). Ha
nmaHesid paboThl C MaKpPOKOMaHJaMH HaBeJluTe KYpCOp MBbIIIM Ha Ha3BaHUe
MaKpOKOMaH/ibl,  KOTOpyl0  TpeOyeTrcss  yAaJuTh, W  HaXMHUTe  KHOIIKY

¢ (PemakTHpOBATBD).

—

T o = B A T
[l[lv ,;:—;'Ho
mEm e T W BH

JaHHbE BrraBka ~
_)
N o” Q
Monck
fx
Makpokomanaa 1 > &L} ()
Makpokomanga 2 0

Pucynok 307 — Knonka PegakTipoBaTh

2. B oxHe PemakTOop MakpokoMaHj BbiOepuTe TpeOyeMyl0 MaKpOKOMaHAY W3 CIIMCKa

(cm. Pucynok 308).

3. Haxmwure KHOIIKY —.
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J Pegakrop makpokomang >
1 range = document:getRange();
Makpokomanaa 1 startPos = range:getBeqin();
Makpokomanga 2 textProp = range:getTextProperties();
textProp.italic = true;
Makpokomanga 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos: insertText("MoliOduc!");

+ —_—

' BmnoaHuTs ﬁ~ OTnaguts

Pucynoxk 308 — Knomnka ynaneHrss MaKkpoKOMaH bl

4. B OTKPBIBIIEMCs OKHe ITOATBeEPANUTE yd/ieHre MdKPOKOMAH/IbI.

2.13.1.7 IIpocmoTtpeTs koxg VBA-makpoca

B npunoxennn «MoiitOduc Tabnuna» HepocTyneH 3anyck VBA-MakpocoB, CO3[IJaHHBIX B
Excel. Ho Bel MoxeTre npocMmoTrpeTh koj VBA-MakpocoB, KOTOpble COJlepXXaTcsl B JOKyMeHTe, U

IlepenycaTh UX Ha s3bike Lua.

Jnst mpocMoTpa noctyrHbl VBA-Makpochl, coxpaHeHHbIE B « OTOU KHUTE.

Yto06bI MpocMOTpeTh U NiepenucaTh Koj, VBA-Makpoca, BHITOIHUTE ClleyIoIIue 1eUCTBUS:

1. Ortkporite XLSM-n0Ky™MeHT.

2. Broibepure Lua-makpoc ¢ HazBaHueM VBA-Mofyiisi, B KOTOPOM COJEP>KUTCS TpebyeMblit
VBA-makpoc. Hanpumep, ecnmu VBA-makpoc Macrol conepxutcs B VBA-monyine
Modulel, Bribepure Lua-makpoc Modulel. /Ins Beibopa Lua-makpoca BBIIIOJTHUTE OHO
W3 CJIeAVIOIIUX NeUCTBUN:

— Bribepute nyHKT komaHAHOro MeHI0 MHcTpymeHTHI > MaKpokKoOMaHABI >
PenaxTop makpokomanp (cMm. Pucynok 306). B okne PegakTop MakpokomMaHnp (cMm.

Pucynoxk 309) Boibepute Tpebyembiii Lua-Makpoc.
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& PegakTop makpokomMaHg pd

1 -- BpeguTe Ball Hog Lua 30eck e
Modulel

Module2
-- 3anyck makpokoMmadg VBA He noggepWBasTCA

——[===

Global CFlag As Boolean

Sub MakeNumberFormat()
Dim whb As Workbook
Dim ws As Worksheet W

+ —_—
' BrinoaHWTE &DT.HEAHT!: C]

PesynbTat:

Pucynok 309 — OxHo PemakTop MakpokoMaH/

— Ha 6okoBoi1 aHeny HaXKMUTe KHOTIKY @ (Makpoxomanzb) (cM. Pucynok 310). Ha
naHeau paboThl C MaKPOKOMaHJaMM HaBe[uTe KypCcOp MBIIIM Ha Ha3BaHUe

Tpebyemoro Lua-Makpoca 1 HaxkmuTe KHOTIKY ¢ (PegakTHpoBars).

 —

™ & v 'l

Eﬂ% ﬂﬂv \i\'@cﬁ

HanHbie Bcraska .

‘ |_ OWCK I

Modulel D&

Module2

Q@ » O

Pucynok 310 — [Ianenb paboTel ¢ MaKpOKOMaHAaMU
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B oxne PemakTop MakpokomaHpg oroOpasutcs koja VBA-makpocoB, KoTopble
conepxatcsi B cootBeTcTBytoieM VBA-monyine (cM. Pucynok 309).

3. Ilepermummmre kox Tpedyemoro VBA-mMakpoca Ha si3bike Lua.

4. 3akpouTe OKHO peJJaKkTOpa MaKpOKOMaH/I.

5. Coxpanure nokymeHT B ¢dopmare XLSX c momornpio komaHabl CoXpaHHTH Kak

(cm. paznen 2.1.7.1).

B ncxonnom XLSM-niokyMeHTe BHeCeHHble U3MeHeHUsl He COXPaHSIIOTCS.
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2.13.2 Hapcrpoiiku

Kak mpaBwio, HafCTPOMKKU CO3[Ial0TCSI CTOPOHHUMU pa3pabOTYMKaMU U THpelHa3HA4Yar0TCs
IUTs1 pacivpenus: GyHKIIMOHAIbHBIX BO3MOXHOCTEH TabJIMYHOTO pefjaKTopa.

17151 KCTIOTIb30BAHMS HAJICTPOMKU HEOOXO0IUMO:

1. TMomy4yuTs y pa3dpaboTurika ¢aiii HaICTPOUKHU C pacIIMpeHreM .MoxX.

2. YcraHOBUTH HaJICTPOUKY.

3. 3ammyCcTUTh HAJICTPOMKY C MOMOIIIbI0 KOMaHHOTO MeHIo « MoinOduc Tabmuiay.

[Tpu oGHOBIEeHUM penakTopoB C Bepcuu 5412.01 u crapmie o 6Gojiee HOBOM BepCHH
aBTOMATUYeCKH OTKJIIOYAIOTCSI BCe HAJICTPOMKU HelpOBEpeHHBbIX pa3paboT4yhKOB U
HAJICTPOMKU C HeJIeWCTBUTEeIbHBIMU cepTuduMKaTamu. Eciu BbI JoBepsieTe UICTOYHUKY, U3

KOTOPOTI'O IIOJIy4YeHbl 3THU HaI[CTpOfIKH, BKJIIOYUTE X BPYYHYIO TdK, KdK OIIMCAHO HUXKeE.

2.13.2.1 YcTraHOBUTH HAJICTPOHKY

daiin HafICTPOMKY MOXKeT pacIojiaraTbCsl B JIF0O0H Manke Ha KOMIIbIOTepe.
YTOOBI yCTaHOBUTH HAJICTPOMKY, BBIIIOJIHUATE CIIeAYIOLIMe IeACTBHUS:
1. B xomaHnHOM MeHIO BbibepuTe nyHKT HapacTpoiiku > YnpaBieHHe HaACTPOHKaMHU

(cMm. Pucynok 311).

Hagctpoiikw | Cnpaeka

¥npaeneHue HagcTpoikamm

Pucynok 311 — Komananoe mento Hapcrpoiiku
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2. B okHe YnpagiieHHe HaJCTPOHKaMH Ha)KMUTe KHOIIKY Y CTaHOBHUTB (cM. PucyHok 312).

¥npaeneHne HaacTpokamm >

HaacTpoiikv oTcyTcTBYHOT

YCTaHOBWTE HAACTPORAKY, 1M OHA NOABWTCA 34eCk.

YcTaHoBWTE

Pucynok 312 — OxkHO YnpaBiieHHe HaJACTPOHKaMH

3. B okne ¢aiinoBoro MeHemkepa BeloepuTe Gaiyl HaZICTPOUKH.
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4. O3HaKOMbTECh C TEeKCTOM B OKHe YcCTaHOBKa HaacTpouku (cMm. Pucynok 313).
Ecm B oxHe oroOpaxkaercs coobmenne «Hancrpolika roroBa K yCTaHOBKe.
XoTUTe TPONOIDKUTH?Y», TO 3TO 3HAUWT, YTO aBTOPOM HAJCTPOWKH SIBJISIETCS
MTPOBEPEeHHBIM pa3pabOTYMK M HAJACTPOMKA IMOAIHCAaHA JAEHCTBYIONUM CEePTHMHUKATOM.
Yto6Bl TTPOCMOTPETh MHGPOPMAIIUIO O CepTUdUKATe pa3paboTdrKa, HAXXMHTE KHOIIKY
Iloxazare moapooHOCTH. YTOOBI TPOAOKUTHL YCTAHOBKY HAICTPOMKH, HaXXMHUTE

kHOTIKY IIpomonKkuTs.

HacrositennbHO He pekoMeH/IyeTcsl YCTaHaBJIMBaTh HAJICTPOMKK HEITPOBEPEeHHOTO
A pa3paboTyrKa Wiv HaJICTPOMKU C HeJIeWCTBUTENIbHBIM CePTUhHKATOM. Y CTaHOBKA

TaKHUX HaICTPOEK MOXXeT HdHeCTH Bpel BallieMy KOMIIbIOTepY.

YcTaHoBKE HAZCTRORKN >
u ExampleS
Hagcrpolika roToBa K ycTaHoBKe, XOTWTE NPoLOMMITE?
Haacrpoiika: ExampleS
Pacnonoxenne: C:/Users/User/Desktop/SignedExample.mox
PazpaBotuni: My Office (DEV, TEST) PA Cert
Mokazate NogpobHoCTK OTmeHa

Pucynok 313 — OxHO Y cTaHOBKA HaICTPOMKH



631
502220.29144487-2016-01 34

5. B okue JIumen3uonnoe corisamenue (cM. PucyHok 314) o3HakoMbTeCh C TEKCTOM
JIMIIEH3UOHHOT'0 CcorviallleHus. Eciam BBl COMIAaCHBI C  YCJIOBUSIMUA HCIIOJIb30BAHUS
[IPOrpaMMHOT0  obecriedeHus], H3JIOXKEHHbBIMU B JIaHHOM JIOKyMeHTe, HaXMHTe

KHOTIKY IIpuHSATS.

a .ﬂHLI,EH.’-HEIHHEIE cornaleHne >

BHHMATENLHO NPOYMTaNTE Cnegyiowes JIMUEH3MOHHOS COornalleHne

Mepan Homone3osaqHHeM [porpaMMHore obecneyaH A, MoxXaTyAcTa,
O3HAKOMBETECL C YCNOBHAMM HHXecnaqyowero JIMUeHIHOHHOM
cornaweqna. oboe wonons3osaqdne Bamu MporpaMmMHioro obecnayaHne
O3HAYSET NOAHOE W DE30reBopOYHOS NPHHATHE BaMK YCI0BHHA
HACTOAWErD STHYSHZHOHHOM COMNaleHHA.

Ecnu Beil HE MPHHMMAEETE YCNoBHA STMUEHIHOHHOND COMMalleHHs B
nonroM obveme, Bel HE HMEETE NPaB0 HCNOAL30BaTE [PorpaMMHee
ofecneyanine B Kakux-nHbo Yenax W KakuM-nibo cnocobBoM.

HacToAwes JIMUSHIHOHHOS COMMaLsHHE MPEyCMaTpHBIET PazmTHYHEE
VEMNOBHA HENOALIOBAHHA B 33BHCHMOCTH OT YeTaHosnesHoro v Bac
NporpammMyoro obecneyedna W Buaga npwobpereHHoi JTMLeH3HM.

B HacToAweM JIWLUEH3HOHHOM COrNAWEHMH YKaZaHHBIE HHKE
TEPMUHE W ONpefeneHuna, HauMHaKILWeCs C 3arnaBsHoi Dykasl,
MMET Cregywme 3HavyeHua (BHe 3aBUCHMOCTH OT YKCna
nwbo nagema, B KOTOPHX MCNONL3YIOTCA TaKWe TEPMHUHL M
onpefeneHna):

«MporpammHoe obecneyeHnes - npencTaeEneHHan B o0 beKTHBHON
OpPME COBOKYNHOCTE AaHHLEK M KOMaHA, NpeaHasHayeHHLX AnA
@YHKUMOHWPOBAHKMA 3BM 1 ApYTHE KOMNLIOTEPHLE YCTPONRCTE B LENAX
NoONYYeHWA ONPEIeneHHOro PesynbTaTa, BKNYan NoAroTOBMTENbHbE
MaTEPHaNL], NONYYSHHLE B Xoae paspaboTku NporpamMHoro
ofecneysHus, W NOPOXAIEMEE MM 3YANOBM3YaNLHLE oTobpaKeHua;

«KnueHTcKkoe nporpaMMHoe obecneyeHuer - MporpaMMHos
ofecneysHue, NpagHasHaveHHos AnNA YCTaHOBKW Ha YCTPOMCTEaY C

LEnLIy BRINONHEHWA ONPenansHHLE 23024, W PACCUMTaHHOS Ha
HENOCPEACTBEHHOS E3aMMOdeicTBNE ¢ MoNb30BaTenamMu MporpamMMHora
obecneyeHns, B TOM YWCNE NOCPEACTEOM CNEUManbHO-BiaeneHHbix w

o, [

Pucynok 314 — OkHo JIunieH3n0HHOE COrJIallleHne
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B okxHe YmnpasiieHue HaACTPOHKaMHU 0TOOPa3UTCs CTPOKA HAJICTPOMKHU (cM. PucyHok 315).
Yrobsl pocMOTpeTh NMOAPOOHYI0 MHGOPMALKI0 00 YCTAHOBJIEHHOM HAJCTPOMKe, HA)KMUTEe B ee

ctpoke KHOTIKY CBeneHus.

¥npaeneHue HagcTpoikamm >

YeraHoBUTE

YcTaHoBneHa Haﬂ,CTpOﬁKa 0.1.0 [:EE,.'J.EHHH OTENHOYNTE ]
OnwcaHWe HagcTpolkK

Pucynok 315 — CTpoka HaICTpOMKU

[Tpu ycnemHo# ycTaHOBKe B CTPOKe HAICTPOMKH OTOOpaXkaeTCsi CTaTyC «Y CTAaHOBJIEHA».
YTOo6BI 3a1TyCTUTH HA/ICTPOUKY, BBIIIOJIHUTE JEMCTBUS, OIMCaHHbIe B pasene 2.13.2.2.

Ecimm Bepcust HafCTPOWKM HeCOBMeCTHMa C Bepcuel TabJMYHOro peflakTopa, B ee CTPOKe
oTobpaxaetcs coobiieHre « 4 HecoBmectumas Bepcrs».

Ecmu dainibl HafgCcTpoMKU cojiepykaT OIIUOKH, B ee CTpPokKe OToOpakaeTCsl COOoOIIeHue
«® Hapcrpoiika oBpexieHa.

YTo6s! IpoCMOTpeTh NMOAPOOHBIe CBefieHUsI 00 OIIMOKe, BBIIOJIHWATE OJIHO U3 CIIeAYIOLIUX
JIeViICTBUM:

— B cTpoke HagcTpoiiku HaxkMuTe KHOTIKY CBegeHus.

— Haxmute Ha CTpoKy HAACTPOWKH. B OTKpBIBIIIEMCS TMAJIOTOBOM OKHE HAaXMHTe

kHonKy Iloka3aTh noapodHOCTH.



633
502220.29144487-2016-01 34

2.13.2.2 3anycTUTh HaACTPOHUKY

[Tocne ycrenmHoW yCTaHOBKM HAACTPOMKK B pa3jiell KOMaHAHOTO MeHO0 Hapcrpoitku
nmobaBisieTcst KOMaH/Ia Jiyis ee 3ammycka (cM. Pucynok 316).
YroOBl 3alyCTUTh HAJICTPOMKY, BBIOEpHUTE NYHKT KOMaHaHOTro MeHio Hapcrpoiiku >

Ha3zBanue HagcTpoliku > KomaHa i 3amycka HaJICTPOHKH.

Hagctpoikn | CnpaBka

Haactpoiika ’ Komanga |

YnpaeneHue HagCTROHKaMM p c.r”o [

Pucynok 316 — Komanpa 115 3amycka HaJiICTpOMKHU

2.13.2.3 BKII09UTH HIH OTKJIIOYHTDH HAACTPOHKY

[Tocsie ycTaHOBKM BCe HAJICTPOMKHU 110 YMOJTYaHUIO BKITIOYEHBI.

Ecnu HagcTpoiika BkIIOUeHa, TO B pasjiesie KoMaHaHoro MeHio Haserpoiiku otobpaxaercs
KOMaHJia /ijis ee 3amycka (cM. Pucynok 316). Ecnu HazncTpoiika oTk/Ir0YeHa, TO KOMaHJa sl ee
3arycka He 0OTOOpakaeTcs.

YTOOBI OTKIIIOUUTH HAJICTPOUKY, BHITIOJIHUTE CJIeJTyIolye JeHCTBUS:

1. B xomannHoM MeHI0 BblOepuTe nyHKT Hamcrpoliku > YnpasieHue HaACTpPOMKaMHU

(cm. Pucynok 317).

Hagctpoiikw | Cnpaeka

HagcTpoiika r

¥npaeneHue HagcTpoikamm

Pucynok 317 — Komananoe mento Haacrpoiiku
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2. B oxHe VYmpaBiieHme HaACTPOHKaMH, B CTPOKe HA/CTPOWKH  HaXXMHUTe

kHOIKy OTkmouuTh (cM. PucyHok 318).

¥npaeneHwe HagcTpoikamMm >

YeranoBuTe

Ycranoenena HagcTpoWka 0.1.0 Ceenenns | Otkmounts | T
OnwcaHwe HagCcTpoRKK

Pucynok 318 — OTkittoueHre HaJICTPONKHU

3. 3akpoiiTe OKHO YHNpaBjieHHe HaJACTPOHKaMH.

B paspene xomanmHoro MeHio Hapcrpoiikm mepectaHeT 0TOOpakaTbCs KOMaHJa st

3aIrycka HaZICTPOUKH.
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YT06B!I BKIIIOUMTH HAJICTPOMKY, OTK/IIOUEHHYIO paHee, BHIIIOJIHUTe CllelyIolIye JeHCTBUS:

1. B xomannHOM MeHIO BblOepuTe yHKT HamcTpoliku > YinpaBiieHHe HaJCTpPOMKaMH
(cMm. Pucynok 317).

2. B oxHe YmnpaBiieHme HaACTPOWKAMH, B CTPOKe HAJICTPOWKH  HaXXMHUTe

KHONKYy Brumrountsb (cM. Pucynok 319).

¥npaenenne HagcTpoikamn >

HaacTpoiika (oTkAKYeHo) 0.1.0 CreneHns |

OnucaHWe HagcTpoikK

Pucynok 319 — BxitoueHre HafiCTpOMKKU

3. 3akpoiiTe OKHO YHNpaBjieHHe HaJICTPONKaMH.

B paznesne komanHOro MeHio HagceTpoiiku 0ToOpa3uTcst KOMaH/Ia ISl 3aITyCKa HaJICTPOHKH.
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2.13.2.4 O0GHOBHUTH BepCHIO HA/ICTPOHKH

Paii1 HOBOM BepCUH HAJICTPOMKHM MOXKeT pacrojiaraTbCsl B JII000M marke Ha KOMITbIOTEpe.

YT0o6bI 0OHOBUTH HAJICTPOMKY, BHIIIOJIHUTE CIIeAYIOIMe 1eACTBUS:

1. B xomaHmHOM MeHIO BbibepuTe nyHKT HapacTpoiiku > YnpaBieHHe HaACTPOHKaMHU

(cMm. Pucynok 320).

Hagctpoiikw | Cnpaeka

HagcTpoiika r

¥npaeneHue HagcTpoikamm

Pucynok 320 — Komananoe mento Hapcrpoiiku

2. B okHe VYmnopaBieHume = HAJCTPOMKAaMH  HaXMHUTe KHONKY Y CTaHOBHUThH

(cMm. Pucynok 321).

¥npaeneHue HagcTpoikamun

YecranoBuThe

n Ycranomnena HaacTpoWka 0.1.0 Ceefenwa  OTkmounte 1

OnWcaHne HagcTporkK

Pucynok 321 — Knonka YcraHoBuTh

3. B oxHe ¢aitiioBoro MeHekepa BeibepuTe daiiil HOBOM BepCUU HaJICTPOUKH.
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4. (O3HaKOMbTECh C TEeKCTOM B OKHe YCTaHOBKA HajcTpoiikum (cM. Pucynok 322).
Ecm B oxHe oroOpaxkaercs coobmenne «Hancrpolika roroBa K yCTaHOBKe.
XOoTUTe TPOJOIDKUTH?», TO JTO 3HAYWT, YTO aBTOPOM HAJACTPOMKHU SIBIISETCS
MTPOBEPEeHHBIM pa3pabOTYMK M HAJICTPOMKA IOAMNHCAHA JAEHCTBYIOIIUM CEePTUPHUKATOM.
Yto6Bl TTPOCMOTPETh MHGPOPMAIIUIO O CepTUdUKATe pa3paboTdrKa, HAXXMHTE KHOIIKY
IlokazaTe mogpobHOCTH. YTOOBI NPONOIDKUTH YCTAHOBKY HAJICTPOMKH, HAXXMHUTE

kHOTIKY IIpomonKkuTs.

HacrosiTennbHO He pekoMeHIyeTcsl YCTaHaBJIMBaTh HAJICTPOMKY HElTPOBEPEeHHOTO
A pa3paboTyrKa Wiv HaJICTPOMKU C HeJIeWCTBUTENIbHBIM CePTUhHKATOM. Y CTaHOBKA

TaKHUX HaICTPOEK MOXXeT HdHeCTH Bpel BallieMy KOMIIbIOTepY.

YcTaHoBKE HAZCTRORKN >
u ExampleS
Hagcrpolika roToBa K ycTaHoBKe, XOTWTE NPoLOMMITE?
Haacrpoiika: ExampleS
Pacnonoxenne: C:/Users/User/Desktop/SignedExample.mox
PazpaBotuni: My Office (DEV, TEST) PA Cert
Mokazate NogpobHoCTK OTmeHa

Pucynok 322 — OxHO Y cTaHOBKA HaICTPOMKH
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5. B oxue JIunen3monHoe corsjamenue (cM. PucyHok 323) 03HaKOMbTECh C TEKCTOM
JIMIIEH3UOHHOT'0 CcorviailieHus. Eciu Bbl COIVIaCHBI C  YCJIOBUSIMH HCIIOJIb30BaHUS
IIPOTPaMMHOTO  OobecriedeHHs], W3JI0O)KeHHbBIMU B JIaHHOM JIOKyMeHTe, HaXMHTe

KHOTIKY IIpuHSATS.

a .ﬂHLI,EH.’-HEIHHEIE cornaleHne >

BHHMATENLHO NPOYMTaNTE Cnegyiowes JIMUEH3MOHHOS COornalleHne

Mepan Homone3osaqHHeM [porpaMMHore obecneyaH A, MoxXaTyAcTa,
O3HAKOMBETECL C YCNOBHAMM HHXecnaqyowero JIMUeHIHOHHOM
cornaweqna. oboe wonons3osaqdne Bamu MporpaMmMHioro obecnayaHne
O3HAYSET NOAHOE W DE30reBopOYHOS NPHHATHE BaMK YCI0BHHA
HACTOAWErD STHYSHZHOHHOM COMNaleHHA.

Ecnu Beil HE MPHHMMAEETE YCNoBHA STMUEHIHOHHOND COMMalleHHs B
nonroM obveme, Bel HE HMEETE NPaB0 HCNOAL30BaTE [PorpaMMHee
ofecneyanine B Kakux-nHbo Yenax W KakuM-nibo cnocobBoM.

HacToAwes JIMUSHIHOHHOS COMMaLsHHE MPEyCMaTpHBIET PazmTHYHEE
VEMNOBHA HENOALIOBAHHA B 33BHCHMOCTH OT YeTaHosnesHoro v Bac
NporpammMyoro obecneyedna W Buaga npwobpereHHoi JTMLeH3HM.

B HacToAweM JIWLUEH3HOHHOM COrNAWEHMH YKaZaHHBIE HHKE
TEPMUHE W ONpefeneHuna, HauMHaKILWeCs C 3arnaBsHoi Dykasl,
MMET Cregywme 3HavyeHua (BHe 3aBUCHMOCTH OT YKCna
nwbo nagema, B KOTOPHX MCNONL3YIOTCA TaKWe TEPMHUHL M
onpefeneHna):

«MporpammHoe obecneyeHnes - npencTaeEneHHan B o0 beKTHBHON
OpPME COBOKYNHOCTE AaHHLEK M KOMaHA, NpeaHasHayeHHLX AnA
@YHKUMOHWPOBAHKMA 3BM 1 ApYTHE KOMNLIOTEPHLE YCTPONRCTE B LENAX
NoONYYeHWA ONPEIeneHHOro PesynbTaTa, BKNYan NoAroTOBMTENbHbE
MaTEPHaNL], NONYYSHHLE B Xoae paspaboTku NporpamMHoro
ofecneysHus, W NOPOXAIEMEE MM 3YANOBM3YaNLHLE oTobpaKeHua;

«KnueHTcKkoe nporpaMMHoe obecneyeHuer - MporpaMMHos
ofecneysHue, NpagHasHaveHHos AnNA YCTaHOBKW Ha YCTPOMCTEaY C

LEnLIy BRINONHEHWA ONPenansHHLE 23024, W PACCUMTaHHOS Ha
HENOCPEACTBEHHOS E3aMMOdeicTBNE ¢ MoNb30BaTenamMu MporpamMMHora
obecneyeHns, B TOM YWCNE NOCPEACTEOM CNEUManbHO-BiaeneHHbix w

o, [

Pucynok 323 — OxHo JIuiieH3M0HHOE COrJIallieHue
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[Ipu ycnemHom OOHOBJIEHHWH B CTpPOKe HAJICTPOMKU OTOOpasuTcs craryc «(O6HOBeHa»

(cm. Pucynok 324).

¥npaeneHwe HagcTpoikamMm >

YeranoBuTe

u DBHoBNeHa Ha,ﬂCTpGﬁKa 0.1.2 CEE‘,ﬂ,E‘HMH OTENHOYATE ]

OnwcaHwe HagCcTpoRKK

Pucynok 324 — Hancrpoiika o6HOBIIeHa

2.13.2.5 Ypanuts HaACTPOUKY

YT06B!I yIanUTh HAZICTPOUKY, BBIIIOJIHUTE CJIeIyIOIIHe IeHCTBUS:
1. B xomaHnHOM MeHIO BbibepuTe nyHKT HapacTpoiiku > YnpaBieHHe HaACTPOHKaMHU

(cm. PucyHnok 325).

Hagctpoikw | Cnpaska

Hagctpoiika ’

¥npaeneHue HapcTpoRKamKn

Pucynok 325 — Komananoe mento Hapcrpoiiku
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2. B oxHe YmpaBiieHHe HaJACTPOHKaMH, B CTpoke TpeOyeMOH Ha/JICTPOWKH HaXMUTe

KHOIIKY (] (cM. PucyHok 326).

¥npaeneHue HagcTpoikamn >
YecTaHoBneHa Ha,ﬂ,choﬁKa 0.1.0 CEE‘,ﬂ,E‘HMH OTENHYATE
OnWcaHWe HagcTpoikK

Pucynok 326 — YV nanenue HaJiCTpONKU

3. B pnuanoroBom okHe c coobuieHueM «Bbl [elCTBUTeNbHO XOTWUTe YAAJIUTh JTY

HazCTPorKy?» HaxkmuTe KHOTIKY OK (cMm. Pucynok 327).

Hagctpoiika *

| Bbl AeACTBMTENBHO XOTUTE
’ YAaNUTb 3Ty HaACTPOKY?

Pucynoxk 327 — JluanoroBoe oKHO

4. 3axkpoiiTe OKHO YTIpaB/IeHHe HA/ICTPOHKaMH.

B KOMdHIHOM MEHIO HMCTPOfIKH YAAJIUTCS KOMdHA OJI4 3dITyCKa Ha,HCTpOfIKH.
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IMPUJIOMKEHMUE 1. IEPEYEHD ®YHKIIUN 1 UX OIIMUCAHUE

DyHKIHA

Onucanmne

dynxuuu ona pabomot ¢ 6azamu aHHBIX

BACYMM(6a3a_faHHBIX; TOJIE;
KPUTEPHH)

B TabnryHOM MaccrBe BBIYHCIISIET CyMMY 3HaueHHH, KOTOpbIe
OTBEeYaloT 33/IaHHBIM yCJIOBUSIM

dynkuuu damet u Gpemenu

I'O/I(naTa)

BOBBpaHIEIET romu, COOTBETCTBYIOHIHIZ 3aJIaHHOU JaTe

HJATA(ron; MecsIl; IeHb)

[Ipeobpa3yet 3ajaHHbIE 3HAYEHUS TO/IA, MECSIIIa U IHS B IaTy

JATA3HAY(cTpoka_paTel)

[IpeoGpasyer naTy, NpefCTaBIeHHYIO TEKCTOM, B ee YHCIIOBOe
3Ha4YeHue

JATAMEC (nata_Havasna; MecsIibl)

Bo3BpaiiaeT unciioBoe 3HaueHUe JIaThl, KOTOpast HACTyTIaeT
yepe3 3ajaHHOe KOJTMIeCTBO MeCSIIeB TOCyIe 3aJaHHOW JaThl WIH
JIO Hee

JEHD(nata)

Bo3BpaiiaeT geHb, COOTBETCTBYIONIMI 3a/TaHHOM J1aTe B
YncI0BoM dopmare

KOHMECHIIA(naTa_Hayana; MecsITbl)

BosBpamaer maTty nociegHero qHs Mecsiiia, KOTOPBIM HACTYIaeT
yepe3 3aJlaHHOe KOJIMYeCTBO MeCsIleB MOoCcjie HauaabHOU JaThl
100 [0 Hee

BOSBpaHlEIET MecCH1I, COOTBETCTBYIOIHHfI 3aJaHHOM J1aTe B

MECH(nara) YuCI0BOM dopmare

MUHY ThI(spews) BosBpamaeT kommu4ecTBO MUHYT, COOTBETCTBYIOIIEe 3aJaHHOMY
BpeMeHH

HOMHEIEJIILISO (zata) Boaspaimaer HOMep HeJleJIu 110 CTaHAApTY ISO (ot 1 mo 393)
VIS 33/TAaHHOU JIaThI

CEIrOJH() BosBpamaer aTy ceromHsImHero JHS B 9UCIOBOM popMate

TIOATA( Bo3spaiiaeT Texymiyio qaTy ¥ Bpems B YMCIOBOM dopMare

YAC(spems) BosBparaeT ko1m4ecTBo 9acoB, COOTBETCTBYIOIIEE

3aJJaHHOMY BpeMeHH

Hmndicenephvte pyHkuuu

KOMIUJIEKCH (neficTBuUTebHAS 4aCTh;
MHUMasi_4acTh; [cydPukc])

Bo3BpaiiaeT KoMIIeKCHOe YMCI0 Ha OCHOBe JeHCTBUTEBHON U
MHUMOU YaCTeu

MHUWM.ABS(kOMIUIEKCHOE YHUCIIO0)

B03Bpa111aeT abCoJIIOTHOE 3HAYeHHMe KOMIUIEKCHOI'O YHCia

dunancobvie pynkuuu

BCJ/I(cymMMa_fieHeXXHbIX IOTOKOB;
[mpubnu3uTenbHas cTaBkal)

Burauciser BHYTPEHHIOIO CTaBKY NOXOJHOCTHU WHBECTUIINU
Ha OCHOBEe CepuH IIOTOKOB NEeHEXHbIX CPeICTB

JATAKYIIOHIOO((pacuer;
JlaTa_ToralleH s ; YacToTa;
[criocob moncuera fHeH])

Bo3spaiaet ynciioBoe 3HaueHue JaThl, KOTOPOE COOTBETCTBYeET
JaTe TOCTIeIHe BHIIIATHI 110 KYTIOHY, TPOM3BOIMMOM JI0 JaThl
pacuera
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IIJIT(cTaBKa; KOJIMICTBO IIJIaTeXeH;
TeKyIasi_CTOMMOCTb;
[6ymyiasi_CcTOMMOCTB],

[koHer wnM_Hadano])

Beruuciisier cymmy neproidecKoro IiaTexa
110 aHHYUTETY Ha OCHOBE IIOTOKA IIaTeXXeil OIMHAKOBOI'0
pa3Mepa U GUKCUPOBAHHOM MPOIIEHTHOM CTaBKU

IIC(craBka; KOJIMYECTBO IIepUOJIOB;
BbIIIJIaTA_3a_IIepHof;
[6ymyiasi_CTOMMOCTB];
[koHer_nnmu_Hayano])

Brruuciisier cTOoMMOCTh MHBECTUIIMU HA TEKYIIUH MOMEHT Ha
OCHOBe ITepUOANYeCKUX IJIaTexxed U GUKCUPOBAaHHOMN
MPOLIEHTHOW CTaBKU

PYBJIb.JEC (necstuyuHasi_1pobb;
3HaMeHaTeslb)

[Ipeobpa3yeT 11ieHy, IpefiCTaBJIeHHYI0 B BUe 1pobu,
B I[eHY, BIPA)KEHHYIO JIECATUYHBIM YHCIIOM

PYBJIb.IPOBb (necaTi4HOe_9HCIIO;
3HAMeHaTeJlb)

[Ipeobpa3yer 11eHy, IpeACTaBIeHHYIO AeCITUIHBIM YHCIIOM,
B I[eHY, BBIPAXKEHHYIO JIeCATUYHOU IPOOBI0

YIIC(cTaBKa_AUCKOHTHUPOBAHMUS;
JIeHeXXHBbIA_IOTOK];
[meHeXxHBIN TOTOKZ; ...])

Boruucrisier 4MCTyI0 TEKyIyl0 CTOMMOCTD BKJIaJla C Y4eTOM
CTaBKU IUCKOHTHUPOBAHMS U IEHEeXXHBIX IIOTOKOB TI0 BKJIA/Ty
(BBIIJIATHI U TTOCTYILJIEHUST)

HUngopmauuonnsie ynxkuuu
Bosspamtaer UCTUHA, ecnu 3aiaHHOe 3HaueHHe SBJISeTCS
EJIOT Y (sHauerue) patrt o
JIOTUYeCKUM
Bosspamaer UCTHUHA, eciii npoBepsieMoe 3HaUeHUe COIEPKUAT
EH]JI(3HaueHue) partl poBep Hep
ommbky #H/J
- Boaspamaer UCTHUHA, ecnu 3ajaHHOe 3HaueHHe SIBJISETCS
EHEYET (3navene) pall o
HEYETHBIM YHCIIOM
[IpoBepsiet, coepXUT 71 apryMeHT Jr000e 3HaYeHue OMINOKY,
EOIII(3Havyenue) PoBep nep pry
kpome #H/]J|
EOIINBKA (3HaueHue) Boaspamaer UCTUHA, ecnu 3HayeHue SBISIETCS OIMTUOKOM
Bosspaiaet norudeckoe 3nauenve UCTUHA, ecnu 3aganHas
EIIYCTO(3Hauenue) Bpaill A
siuefiKa mycras
ECCBIJIKA (3Hauenwe) [IpoBepsiet, siBIsIeTCS M 3HAYEHNE CCHIJIKOM Ha ST9eHKy
ETEKCT(3nauenue) [IpoBepsiet, siBJIsIeTCS 1M 3HAUEHUE TEeKCTOM
- B HNCTHUHA
EYETH (3Hauenme) o3BpataeTt UC , €CJIV 3aJJaHHOe 3HAYEHHe SIBJIIeTCS
YETHBIM YHCIIOM
EYNCJIO(3HaueHue) [IpoBepsieT, siBJIsieTCSs U 3HAUEHUE YHCIIOM

NHPOPM(tun_uxbopMarum)

BosspaiaeTt nHbopManiuio, OTHOCSIIYIOCS K OMepariioHHON
cucreMe U MHGOPMAIIMOHHOU Cpejie TI0Ib30BaTeNIst

HJI0

Bosppamaer onmmbky «3HaueHue oTcyTcTBYeT», #H/]]

SYEMKA (tyn_cBefienwii; [cchlikal)

B03Bpa111aeT 3allpalliiBaeMble CBeIeHUs O 3aJIAHHOU STYerKe

Jlozuueckue gyHkuuu

ECJIN(iorudeckoe BhIpaXKeHUE;
3HAYeHUe eCITd HCTHHA;
[3HAUeHMe ecu JIOXKb])

Bo3BpaiaeT pa3ubie 3HaueHHs B 3aBUCUMOCTH OT TOTO,
co0JTI0/1aeTCs JI 3afJaHHOe JIOTHYeCcKoe YCIIoBre

ECJINOIIINABKA (3Ha4enue;
[3HAUeHue ecim ommbKal)

BOBBpaI]_IEIET Pa3Hble 3Ha4YeHHs B 3dBUCUMOCTH OT TOTI'O, ABJIAeTCH
JIK 3alaHHOe 3Ha4YeHHne OIIMOOYHBIM HUJIH HET
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ECH]JI(3HaueHue; 3HaUeHHe_ecyId_HN)

BosBpamiaeT 3HaueHue BTOPOro apryMeHTa, eCyid IepBbIi
apryMeHT COJIep>KUT 3HaueHre omnoku #H/J1. B npotuBHOM
cJlydae — 3HaueHHe [1epBOro apryMeHTa

N (oruyeckoe BulpakeHuel;
[mormyeckoe_BbIpakeHUe?Z; ...])

Bospamaer 3nauenne MCTHUHA, eciin Bce 3agaHHbIe
apryMeHTHI SIBJISIIOTCS JIorThdecku BepHbIMU, wiu JIOXKD, eciu
KaKOU-IM00 apryMeHT SIBJIsieTCs JIOTUYeCKH HeBepHbIM

MNJIN(normndeckoe_BbipaxkeHuel;
[mormyeckoe_BbIpakeHUe?Z; ...])

Bosepamaer MCTHUHA, eciu kakve-mu00 13 3aJaHHBIX
apryMeHTOB SIBJISIIOTCS jlorndecky BepHbiMU, Win JIOXKD, eciu
BCe 33JJaHHbIe APTYMEHTHI SBJISIOTCS JIOTHUYeCKA HeBepHBIMU

UCTHUHA()

Boaspaiaet norudeckoe 3nauenne MCTUHA

JIOKb()

Bosepamaer siorudeckoe 3aavenue JIOZKb

INEPERJINOY (BLipakenue; 3HaueHuel ;
pe3ynbTaTl; [3HaUeHueZ; pe3ynbTart?; ...];
[o_ymomuanuio])

CpaBHMBaeT CITMCOK BBHIPRKEHHM Y BO3BPAIllaeT pe3ysbTart,
COOTBETCTBYIOIIHH [TEPBOMY COBIIA/IAIOIIEMY BbIPAXKEHHIO

dyHKuUlU CCHLIKU U NOUCKA

AJTPEC(ctpoka; cromnberr;
[crioco6_abComoTHBIM OTHOCUTENIBHBIN];
[cTunb _ccbunok al]; [muct])

Bosgpariaer ajpec siyeiiku B TabIIHIe HA OCHOBE 3aJJaHHBIX
3HAYeHU CTPOKH U CTOJIOIA

BIIP(xitou moucka; AUarasoH;
HHJIEKC_CTOJIOIA; [TUIT_COTIOCTaBJIeHUs )

OcyrtecTBiseT MOMCK KJTF0YA B TIEPBOM CTOJIOIE TUana30Ha
Y BO3BpalllaeT COOTBETCTBYIOIEe eMy 3Ha4eHUe B JIPYTOM
crosnbIe

BBIBOP (unnexc; Boibopl; [BbIOODZ; ...])

BOSBpaHlEIET 3Ha4YeHHKe U3 CIIMCKa Ha OCHOBe 3dIaHHOI'O MHJJeKCa

I'NITEPCCBUIKA (url; [TekcT cchuiku])

Co3snaer runepcceUIKy B siueiike

I'TIP(x1t0uy_1oWcKa; IUana3oH; UHAEKC;
[Tun_comocTaBienus))

OcymiecTBisieT NOWCK KIII04Ya B IepBOM CTPOKe AMAaIla30Ha U
BO3BpalllaeT 3HaYeHUe 3aJaHHOU STYelKU B HaliJIeHHOM CTOJIb11e

JOBCCBLJI(cchiika_Ha siyeiiky B_dopme

cTpoky; [popmar_Al])

Bo3spaiiaeT cofiep>kuMoe CChUIKH, 3aIAHHONM HOMEpPOM STYelKu
WU TEKCTOBOU CTPOKOM

MHIEKC (ccpinka; [cTpoka]; [cTonberr))

BosBparaer comep>xumoe s9eiky, KOTOpasi HAXOIUTCS Ha
IepecevYeHNH 3aJJaHHBIX CTPOKH U CTOJIOIA

OBJIACTH(cchuika)

BosBpamiaeT kou4ecTBO 06J1acTeit B CChUIKe Ha SSYeNKy WK
nurana3oHe staeek. O6IacTb — 3T0 HAGOP CMEXHBIX STYEeK WU
OT/IeNbHasl sT9eiika

ITIOUCKIIO3(xt0ou_1oucKa; TAara3oH;
[Tun_mowuckal)

B 3ajaHHOM /iMania3oHe OCYILECTBIIsIeT IIOKCK 3JleMeHTa 110
BbIOPaHHOMY THITy TOMCKA. PyHKIMS BO3BpAllaeT UHIEKC

a7leMeHTa (HOMep IO3UIMH, KOTOPYIO 3aHHUMaeT 3JIeMeHT B
MaccuBe), a He CaM JJIeMeHT
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ITPOCMOTP (xi1104_TIOMCK3;
IMana3oH_II0MCKa;
[nmanasoH_pe3ynbraTal)

ITPOCMOTP (xi1104_TIOMCKA;
MacCHB_pe3yJibTaTa_IOUCKA)

Ocy1iecTBIseT MOUCK KJII0Ya B OJJHOW CTPOKe WK KOJIOHKe U
BO3BpalllaeT 3HaUYeHVe JYeiKy, HaXOAAIencs B
COOTBETCTBYIOIIIEeH MTO3UIMN IPYTOM CTPOKU WU KOJIOHKU

Ocy1ecTBiseT MOMCK KJTI0Ya B CTPOKAaX WM KOJIOHKaX U
BO3BpalllaeT 3HaUYeHVe J4YeiKUy, HaXOAdIencs B
COOTBETCTBYIOIIEH MMO3UITNU TeX e CTPOK KM CTONONOB. s
TTOMCKa KJTI0YA B OJJHOM CTPOKe MJTH KOJIOHKe HeoOXOIUMO 337aTh
3HaYeHMe TPeThero apryMeHTa «Iuala3oH_pe3ysbTara»

CMEI(ccpinka_Ha_SYelKy;
CMeIlleHHbIe CTPOKY;
CMeIlleHHbIe_CTOJNOITEL; [BRICOTA];
[mmmpuHal)

Bo3BpaiiaeT cChiIKy Ha sSTUeiKy WU IUama3oH sueek,
KOTOpBIE CMeIlleHbl OTHOCUTEIHbHO UCXOTHOM CCHIJIKY Ha
3aJJaHHOe KOJINYeCTBO CTPOK U CTOJIOIIOB

CTOJIBEII([cchuika_Ha_s9edky])

Bo3spaiiiaet HomMep cTosb11a 3aaHHOM STUeiKU

CTPOKA([ccpuika_Ha_sT9eHKy|)

BosgpartiiaeT HoMep CTPOKH 3aJlaHHOU STYerKU

YU CJICTOJIB(nuama3oH)

Bo3BpaiaeT xoimaecTBo CTOI0I0B B 3aIaHHOM MaCCHBe WJIH
JIMara3oHe

YCTPOK (nmnama3on)

BosBpariiaet koan4ecTBO CTPOK B 3a[JaHHOM MacCCHBe WM
JMarasoHe

Mamemamuueckue u mpuzoHomempuieckue gyHKuuu

ABS(3Hauenue) BosBpamaet abcosmoTHOE 3HaUeHHe YHCTia

ACOS(3HaueHue) BosBpamiaeT apkkoCHHYC 4MCIa, 33JJaHHOTO B pafiiaHax

ACOSH(3Hauenue) Bo3spaiiaet runep6onuyeckyii apKKOCUHYC YHCIa

ACOT(snauenue) Brraucnser apkkoTaHTeHC YHCIIa ¥ BO3BPAIIAeT YToJl B pajldaHax
B uHTepBaze ot 0 (Hysis) 10 T

ASIN(3HaueHue) Bo3BpaiiaeT apkcuHyc uMcia, 3aIaHHOTO B pajitaHax

ATAN(3HaueHue) Bo3BpaiiaeT apkTaHreHC YMCiia, 33JTaHHOTO B pajIiaHax
Brruncsier yros Mexxry ocbio X M OTPe3KOM U3 TOUYKY Havaa

ATAN2(x; y) koopauHart (0, 0) mo Toukw, KOTOpas 3ajjaHa Mapoy KOOPIUHAT
(%, y). Yron onpenensiercs: B paidiaHax

ATANH (3Hauenmue) Boaspaiaet runepbosiaeckuit apKkTaHTeHC YUCIIa

COSH(yrom) Brruucinsier runepbonnyeckuil KOCUHYC YIUIa

COTH(yrom) BosBpamaer rumnep6omudeckuii KOTaHTEHC yTiia

CSC(yrom) Bo3BpaiiiaeT kocekaHc yriia, 3aJaHHOrO B pafiiaHax

CSCH(yron) Bo3spaiaet runepbosiyeckuii KOCEKaHC yriia, 3aIaHHOTO B
pajiraHax

EXP(crenenn) Bosspaiaet unciio Jitnepa (e ~2.718), Bo3BeieHHOe B CTeIleHb

LN(3Hauenne) Bosspaiiaer siorapudm umnciia no ocHoBaHuio e (—2.718),

KOTOprﬁ HA3bIBAETCS HATYPAJIbHbIM J'[OFapI/I(l)MOM

LOG(3nauenue; [ocHoBaHue])

Bosgpariiaer sioraprdm unciia 1o 3ailaHHOMY OCHOBAHHIO

LOG10(3nauenue)

Bosspamaet sorapugm uncsa no ocHoBasuo 10
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SEC(yromn) BosBpamiaeT cekaHc yriia, 3aJaHHOTO B pafiiaHax

SECH(yron) BosBpamaet runep6osnmieckuii cekaHC yIiia

SINH((3HaueHue) Brruuciisier runepbonuyueckuil CHHYC Ydcia

TANH (3HaueHue) BosBpaiaer runep6omudeckyii TaHTeHC YUCTa

TPAITY Chi(yron) EES;E;?;ZET 3Ha4YeHUe YTJIa, 3aJJaHHOTO B paiIiaHax, B 3HaYeHUe
OB®AKTP (3HaueHue) Boaspaiiaet aBoitHOM dakTopuai 4ucia

KOPEHDb(3Hauenue) BosBparaeT kBajipaTHBINM KOPEHb TOJIOKUTETLHOTO YHUCTIa
KOPEHBIIM (3Havene) BosBpamiaeT kBafgpaTHBIN KOPEHb U3 YHCTA IIH»

(3,14159604697979), yMHOEHHOTO Ha JIPyroe YHCIIO

OKPYT'JI(3HaueHue; pa3psiabl)

OxpyrseT 4UCio 10 3aJaHHOT0 KOJIMYeCTBa IeCITUIHBIX
PaspsioB B COOTBETCTBUU CO CTAHIAPTHBIMU IPABUJIAMU
OKDYTJIeHUSI

OKPYTI'JIBBEPX (3Hauenue; pa3psbl)

OprTJ'IHET YKCJIO B 6OJ'IbHIy'IO CTOPOHY [0 oIlpeJie]IeHHOT'O
KOJIN9eCTBad JeCATUYIHBIX Pa3psaa0B

OKPYTI'JIBHM3(3HaueHue; pa3ps/ibl)

OxpyTJisieT YUCIIO B MEHBIIYIO CTOPOHY 0 OIIpeesIeHHOT'o
KOJINYeCTBa JIeCSITUYIHbIX Pa3psoB

()

BosBparnaeT 3HaueHue YUCIia «IW», OKPYTJIeHHOe /10 14 3HaKOB
T0ocJie 3ansTou

ITPOM3BE/I(MHOXUTEND | ; [MHOXUTENHZ;
)]

BosBparaer mpousBesieHye yucen

IMPOMEXKYTOYHBIE.UTOT'U
(Homep dyHkwy; Habop uwncenl;
[Habop wwmcen?; ...])

Hcnonsayer apyryio ¢yukuuio (CYMM, [TPOU3BE/] u T.11.),
YTOOBI IOCYUTATh IPOMEXXYTOUHBIM UTOT /17151 Habopa Yucerl.

[TonpobHoe onmcanue cM. B pasfiene
«Dynkrmsa [IPOMEXYTOUYHBIE.UTOI N».

CJTIHC()

BosBpariaer ciyvaiiHoe JeCITUIHOe YKUCII0 B UHTepBaJle
or0mol

CTEITEHDb(ocHOBaHMe; CTeleHb)

BOSBpaHIHET YKCJIO, BO3BeJeHHOe B CTelleHb

CYMM((3Hauenue 1; [3Hauenue 2; ...])

BosBparnaer cymMMy psifia uucesl U/WIK siueeK

CYMMEC/JIN (nuamna3oH; KPUTEpPHUH;
[mrama3oH ciioxkeHus|)

BosBpamiaet cymmy 3HaueHMit Auana3oHa, KOTOpble 0TBeYaloT
3aJJaHHOMY YCJIOBHIO

CYMMECJ/IMMH (nuana3oH_CII0XKeHHUs;
KpUTepyy JNrana3oHal; kpurepuiil;
[kpuTepyy_uamna3oHaZ; KpUTepuiZ; ...])

BosBpammaer cymmy 3HaueHMi AUana3oHa,
KOTOpbIe O0TBEYalOT MHOXXECTBY 3a/IaHHBIX YCIIOBUM

CYMMKB(3Hauenwue 1; [3HaueHue 2; ...])

BosBpariaer cyMMy KBa[[paToOB psifia YHCes

CYMMIIPOM3B(maccusl; [MaccuBZ;
]

Brurauciser CyMMmy HpOI/IBBe)IeHI/Iﬁ COOTBETCTBYIOIIUX 3HAYeHUH
B MdCCHBAX WIHX JHUAIId30HAX

IEJIOE (3Hauenue)

OxpyrisieT uuciio Ao Omkaiiinero MeHbIIIero 11ejioro

YACTHOE (menuMoe; IeauTeb)

BosBpaIuaeT pe3yJibTaT JejieHrs OJHOTO 9Y1CJjia Ha Jpyroe, 6e3
OCTATKa
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Cmamucmuueckue gyHxuuu

F.PACII(x; crennenr_cBoboppil;
CTerleHd CBOOOJTbIZ2; MHTerpaIbHbIH)

Brraucnsier 1eBoCTOPOHHIOI0 BepOSITHOCTH F-paciipenienenus
(cremens pazbpoca) i ABYX HAOOpPOB JAHHBIX MTPU 3aJJaHHOM
3HAYeHUH X

F.PACILIIX(x; creneru_cBoOObI];
CTerleHd CBOOOIBIZ)

Briuncriser mpaBoCcTOPOHHIOIO BeposITHOCTh F-pacrnipenenenust
(crenenns pa3bpoca) AJis JBYX MHOXECTB IAHHBIX TPU 3aJJaHHOM
BBOJIHOM 3HAYeHUU X

JUCII(3uavuenuel; [3Hauenue; ...])

Brrancnsier nucnepcuio Ha OCHOBE BBIOOPKH

I CIIA(3Hauenuvel; [3Hauenne?; ...])

Buruucrisier qucnepcuio Ha OCHOBE BBIOODKHU, YCTaHABIIMBAS JIIsI
Tekcra 3HaueHue 0

JUCIIPA(3Hauenuel; [3Hauenue?; ...])

Brruucniser JUCIIepCHIo I FEHepaﬂbHOﬁ COBOKYITHOCTH.
TexcToBble U JIOruYecKre 3HaYeHHs YYHUTBIBAIOTCS IIPU
BbIYHCJIEHUHX

JIMHEUWH (13BecTHBIE JIaHHBIE Y,
[M3BecTHBIe pmaHHBIe X|; [BRIMUCIUTE b];
[cTaTrcTHKA])

Brruuciser Ppa3/IndHbIe ITapaMeTphbl JIMHEHOT' O TpeHaa I1pu
IIOMOIIX MeTOld HaMMEHBIIUX KBA/IPpaTOB

MAKCA((3nauenwnel; [3Hauenne?; ...])

BOSBpaHIEIET HauOOoJIbIIIee YHCJIOBOe 3HaYeHe BO MHOXKEeCTBe
JAaHHBIX

MMWH (3Hauenuel; [3HaueHue?; ...])

BosBparmaet HauMeHbIIIee YHCI0BOe 3HaUeHHe BO MHOXECTBe
JaHHBIX

HAMBOJIBIIINH (iauHsbIe; n)

Pacnonaraet 3ajaHHOe MHOXeCTBO ITU$POBBIX IAHHBIX B
Hopsiike yObIBaHUS 1 BO3BpAIllaeT 3Ha4eHHe Ha OCHOBE ero
OTHOCUTEeJIbHOW TIO3UIIMH Cpefii MHOXKeCTBa IaHHbIX

HAVIMEHBIIINM (nanHbie; n)

BOBBpaH_IaET «I»-0e HauMeHblllee YMCJI0O B MHO>KeCTBe JTaHHBbIX

HOPM.PACII(x; cpentee;
CTaHAApTHOE OTKJIOHeHWe; UHTerpasibHbIHN)

BosBpamiaet 3HaueHve GpyHKIIMKM HOPMAJILHOTO paclipeie/ieHust
(nny pyHKIMM HOPMAJIBHOTO MHTETPAIbHOTO PAcIpe/ieieHus)
IS 33JJAaHHOTO 3HAYEHMS X, @ TAaK)Ke CPeJJHero 3Ha4eHUs 1
CTaH/IAPTHOT'O OTKJIOHEHHUSI

PAHI'.PB(3HaueHue; JaHHbIE;
[mo_Bo3pacranuio])

Pacnonaraet urciioBble 3Ha4eHMs B MOpsifiKe BO3PaCTaHUsI WU
yObIBaHMS U OIIpefiesiseT ITO3UNKIO 33[aHHOI0 3HAYeHUs B
Habope aHHBIX. B cirydae oOHapyskeHHs OIMHAKOBBIX 3HAYEHUH
BO3BPAIIAETCs [T03UIIKS IIePBOr0 HAWAEHHOT'0

CP3HAUY(3Hauenuel; [3Hauenume?; ...])

Bo3spaiaet cpentee apudmeTrieckoe BO MHOXKECTBe JTJaHHBIX,
He YYUThbIBas TeKCTOBbIe 3HaYeHUs

CTAHJIOTRKJIOH.B(3Hauenuel;
[3Hauenue?; ...])

B03BpaH1aeT CTaHAdPTHOE OTKJIOHEHHE Ha OCHOBe BI:.I60pKI/I

CYET(3Hauenuel ; [3Hauenne?; ...])

BosBpainaeT KoJIM4eCcTBO YUCIIOBBIX 3HAYEHHH B 3aJIAHHOM
Habope JaHHBIX

C‘IETECHI/I(LLHaHaBOH; KpUTEepUit)

B03Bpa111aeT KOJIMYeCTBO fg49€eK, 3Ha9eHUsI KOTOPbIX
COOTBETCTBYIOT 3dJdHHOMY KPpUTEPUIO

CYETECJIMMH (kputepuy_auanasoHal;
kputepuiil; [(xpurepun vana3oHaZ;
KpUTEepUiiZ; ...])

BosBpamiaeT Komu4ecTBo siueex, 3HaUeHUsT KOTOPhIX
COOTBETCTBYIOT 3a/JaHHBIM KpPUTEPUSIM




647

502220.29144487-2016-01 34

DyHKIUA

Omnucanue

CYET3(3nauennel ; [3Havenue?; ...])

Bo3BparaeT komaecTBo sUeek, CofaepKariux JaHHbIe JTI000ro
TUIIA

CUUTATBITIY CTOTbI(nvana3oH)

BosBpamaeT KOJIM9eCTBO ITyCThIX d49eeK B 3dIdHHOM [I1dIla30He

PUIITEP (3Hauenue) Boseparaer nmpeo6pasoBanue duiepa 15 3aJaHHOTO YHCIa
TexcmoBuie pynxuuu

[Ipeobpa3syeT TeKCT U3 AByX0ANUTOBOM KOAUPOBKU B

onHobOanToBYI0. B TabnmuuHOM pemakTope GpyHKIUA
ASC(cTpoka) A Y pen p fby H

HCIONb3yeTcs it obecredeHus: 0OpaTHOM COBMECTUMOCTH C

JOKYMEHTaMH, COJIEPXKAIUMH TEKCT B JIBYX0AMTOBOI KOMPOBKE

[Ipeo6pasyet TekcT u3 ASCII 8 DBCS u nHao6opot. B

TabIMYHOM pefakTope GVHKIMS UCIIONL3YeTCs I 0D0eclieyeHus
DBCS(cTpoka) N Pen pe GyHKiL Y A

06paTHOM COBMECTUMOCTH C JJOKYMEHTaMH, COJIEPXKAIIUMU TEKCT

B ASCII wiit DBCS ¢dopmarax

[Ipeo6pasyet TekcT u3 ASCII 8 DBCS u nao6opot. B
JIS(cTpoxa) TabIMYHOM peflakTope GYHKIIWS UCTIONB3yeTcs st 0becriedeHust

P 06paTHOM COBMECTUMOCTH C JIOKyMEHTaMH, COIepKalllMU TEKCT

B ASCII wiit DBCS ¢dopmarax

CornacHo Tabsuie FOHMKoma, Bo3BpallaeT YMCJIOBOM KO
UNICODE(cTpoka) H A8 pall a

TIePBOr'0 CUMBOJIA B 33/IaHHOM CTPOKe

BosBspartiaer myiMHy TeKCTOBOM CTPOKH M3 pacuyera 1 6alT Ha
IUITHB (texcr) patiaet Wiy P P

KaKIBIA CUMBOJI
JJICTP(TekcT) Bo3BpaiiaeT anmyuHy 3aJaHHONM CTPOKU

Bosspaiaer unciioBoe 38ayenre FOHUKOAA KO IepBOro
KOJICUMB(ctpoka) part /i KO Tep

CHMBOJIA B 33/1aHHON TEKCTOBOM CTPOKe

JIEBB(cTpoka; [kommaecTBO 0aiTOB])

BOSBpaHl{:IET HepBbIﬁ CHIMBOJI NJIX1 HECKOJIBKO IIepPBbIX CMMBOJIOB
TEeKCTOBOM CTPOKH Ha OCHOBe 3a/IaHHOI'O YH1CJlia banToB

JIEBCHUMB(cTpoka;
[komaecTBO CHMBOIOB])

Bo3sBparaeT moacTpoky ¢ Hayana 3a/laHHON CTPOKH

HAUWUTH (cKoMBIN_TEKCT;
TeKCT JIJIsl_TIOMCKa; [HavdajbHas IO3UIUS])

BOSBpaHlEIET TMMO3UIMHIO TIePBOT'0 IOsBJIEHUA UCKOMOM CTPOKHU B
TeKCTe, YIUTbIBAs PerucTp

HAWNTUB(MCcKOMBIN TeKCT;
TeKCT JIJIsl_TIOMCKA; [HaYaiabHas TO3UITHS])

B03Bpa111aeT HA4aJIbHYIO ITO3UINIO UCKOMOU CTPOKH B TEKCTe,
CUHTasl YIBOEHHbIe 6YKBBI ABYMS{ CUMBOJIAMHA

ITEYCHUMB(TexcT)

yI[aJIHeT M3 TeKCTa BCe HelledaTaeMble 3HAaK1

IIOACTABUTD(TexcT Aasia ITOMCKA;
HICKOMBIHM_TEeKCT; TeKCT JUIsl_3aMeHBl;
[komuecTBO citydaes])

3aMeHsieT 3aJaHHBIM TeKCT B CTPOKe Ha APYToH

ITIOMCK(MCKOMBIH_TeKCT;
TeKCT JIJIsl_TI0OMCKa; [Havaso])

Bo3Bpaiiaet HavagbHYIO TTO3UITHIO0 KCKOMOM CTPOKU B TEKCTe

ITIONCKB(MCKOMBII_TEeKCT;
TeKCT JIJIsl_TIOMCKA; [HaYaiabHas TO3UITHS])

B03Bpa111aeT HA4aJIbHYIO IMO3UIHIO UCKOMOU CTPOKH B TEKCTe,
CUHTasl YIBOEHHbIe 6YKBBI ABYMS{ CUMBOJIAMHA

ITPABB(cTpoka; [konnuecTBo 0OalTOB])

Bo3BparaeT nocieqHui CUMBOJT WIM HECKOJIBKO TIOCTIeTHUX
CHMBOJIOB TeKCTOBOM CTPOKM HAa OCHOBe 33/IaHHOTO YKCJIa 6aluTOB
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DyHKIUA

Omnucanue

ITPABCUMB(cTpoka;
[komuecTBO CUMBOJIOB])

Bo3sBparmaeT mojicTpoKy C KOHIIA 33JIaHHON CTPOKH

ITPOIINCH(TexcT)

H3MeHsieT perncTp TeKCTa B 33/IaHHOM TeKCTOBOM CTPOKe Ha
BepXHUN

ITPOITHAY(TekcT Ui _CMeHbI pervcrpa)

BosBparaer cTpoky, B KOTOpOi KaXk/ioe CJIOBO HAYMHAETCS C
MIPOITMCHOM OYKBBI

IICTP(cTpoka; Havaso;
JUIMHA M3BJIEYeHHOTI'0 CerMeHTa)

Bo3Bpaiiaet dparmMeHT TeKCTOBOM CTPOKU

IICTPB(cTpoka; Havaso;
JUTMHA_W3BJIEYEeHHOT'O CerMeHTa)

BosBpailiaer cerMeHT CTPOKH Ha OCHOBe 3a[aHHOI'0 KOJIMYeCTBa
0aiiToB

CHKITPOBEJIBI(TekcT)

VY nanser U3 TekcTa Bce pobesibl, KpoMe OJJMHOUYHBIX MeXTy
CJIOBaMU

COBIIA/I(cTpokal; crpoka2)

CpasuuBaet gBse ctpokd u Bo3Bpamiaer MCTUHA, eciu onu
OJTMHAKOBBIE

CTPOYH((rexcr)

H3MeHsieT perdcTp TeKCTa B 33JTaHHOM TeKCTOBOM CTPOKe Ha
HWKHUNA

CHEIINTb(ctpokal; [cTpokaZ; ...])

ObpenuHseT HECKOJIBKO CTPOK B OJTHY

TEKCT (3uauenue; dpopmar)

[Ipeobpa3yeT 4nCio B TEKCT B COOTBETCTBUU C 3aJJaHHBIM
¢opmarom
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Pynkusa IPOMEXKYTOYHBIE.UTOI'

Cunmakcuc

I[TPOMEXYTOYHBIE.UTOI'M(HOoMep dbyHknmu; Habop uucenl; [Habop umcen?; ...])

Onucanue

Ucnonbayer ppyryio odyaknuio (CYMM, I[IPOU3BEJl u T.1.), 49TOOBI MOCYHTATh
MIPOMEXXYTOYHBIM UTOT Jisi Habopa uucer.

HoMep_¢}yHKIMU — YHCII0BOU KO/ GYHKIIMU, KOTOPYIO CeflyeT UCIOJIb30BaTh AJIsl pacueTa
npoMexxyTouHoro urora (cm. Tabmuny 16). Mcnone3yiite koge! 1-11, 9TOOBI BKIIOYUTE B MOJCYET
sTYeMKU, CKPbITble BPy4YHYyIO, WK 440-450, 4TOOBI UCKIIOUUTh UX. SI4eliku, CKpbITbie GUILTPOM,

HCKJ/IFO4YaIO0TCA BCerja.

Taosmuna 16 — YucinoBbie Koabl

Homep_¢ynkiun Homep_¢ynxinm
(c BKJIIOYeHHeM CKPBITHIX (c uckII09eHHeM CKPBITHIX PyHKIHA
3HAYCHHIA) 3HAYCHHI)

1 440 CP3HAY
2 441 CUET
3 442 CUET3
4 443 MAKC
5 444 MHWH
6 445 [TPOU3BE]]
7 446 CTAHOOTKJIOH
8 447 CTAHIOOTKJIOHIT
9 448 CYMM
10 449 JUCIIT
11 450 JUCIIP

Habop_umcenl — mepBbIl [Wana3oH WM MacCHUB, JiS KOTOPOTO HYXKHO BBIYHCIUTD
MIPOMEXXYTOYHBIN UTOT.
[Habop_uucen2; ...] — nomnosiHUTENbHBIE IUANA30HbBI WM MacCcuBbl. Heobs3aTenbHBIM

rapamerp.
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IIpumeput

=[IPOMEXYTOYHBIE.UTOTH(9; B2:B5) — paccuntaTh CyMMy 3HAUeHHii B s4eiKax
B2:B5, yuntbiBas 3Ha4eHUs B siueHKaX, CKPBITBIX BPYYHYIO.

=[IPOMEXYTOYHBIE.UTOI'N(448; B2:B5) — paccuuTaTh CyMMy 3HAUeHUU B sTYEHKAX

B2:B5, He yunuThIBas 3HaUeHHS B ST9€HKaX, CKPHITHIX BPYUYHYIO.

Be v fx =TITPOMEXYTOYHLIE.UTOTH(9; E2:E5)
A B C

1 Tomap IMena

2  Hbenoxkwu 100

3 AnenscHHE 100

4 BanaHwl 100

B 4[][]_

7

Pucynok 328 — Cymma 3HaueHUI C y4eTOM 3HaYeHUH B siuelKaX, CKPBIThIX BPYUHYIO

B6 v fx =TITPOMEXYTOYHLIE.UTOTH(109; E2:E5)
A B C

1 Tomap IMena

2  Hbenoxkwu 100

3 AnenscHHE 100

4 BanaHwl 100

6 3[][]_

7

Pucynok 329 — Cymma 3HaueHul 6e3 ydyeta 3Ha4eHUM B sTYeMKax, CKPBITBIX BPYYHYIO
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INPUJIOKEHMUME 2. CIIMCOK IIOJJEPKNBAEMBIX BAJIIOT

HaszBanue BaiiOTHI Kop BamioTs!
AszepbaiiikaHCKUM MaHAT AZN
ApMsHCKu# Tpam AMD
Benopycckuit py6iib BYN
Bomnrapckuii neB BGN
bpasunbckuit pean BRL
Bona KRW
['puBHa UAH
Harckas kpoHa DKK
Honnap CIITA USD
EBpo EUR
3JI0ThIN PLN
Hena JPY
Wnpuiickas pynus INR
MonpaBckuii neit MDL
HoBpblit TypkMeHCKHI MaHaT TMT
Hopsexckast kpoHa NOK
Poccuiickuii py6ib RUB
PymbiHCKuMIt e RON
Paun ZAR
Com KGS
Comonn TJS
Tenre KZT
Typerkas nupa TRY
V3b6ekckuit cym UZS
®opuHT HUF
@DyHT CTepIuHIOB GBP
Yeiickasi KpoHa CZK
[IBenckas kpoHa SEK
[IBetiapckuii ppanHk CHF
KOanb CNY
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INPUJIOKEHHME 3. COYETAHUSA KJIABUIII

B nanHOM nipuio)xeHny TpUBeeHbI COYeTaHUs KiIaBuill, ucrnoib3dyembie B OC Windows, OC

Linux (cm. Tabmuma 17).

Ha nHOyTOYykKax HekoTophle kiiaBulll MHOrodpyHKIMoHanbHbl. Hanpumep: F1-F12, Home,
End, PgUp, PgDn. [Ipy HakaTuM Ha TakWe KIABUIIKM B TNpuwiokeHnn «MonOduc

Tabmua» HeobX0AUMO OJHOBPEMEHHO yJiepXKUBaTh HaXkaTou KiaBuiry Fn.

Ta6suna 17 — Coueranusa kiaasuia B OC Windows 1 OC Linux

Coueranue KJIaBHII

Komanpa nim meiicrBue

IlpaBka codeprcumozo

Ctrl+X;
) Bripesats

Shift+Delete
Ctrl+C;

KonuposaTb
Ctrl+Insert
Ctrl+V;

BcraButs
Shift+Insert
Ctrl+Alt+V BcraButh 3Hauenus u popmat
Ctrl+S CoxpaHuThb

F12 (Microsoft Windows)
Ctrl+Shift+S (Linux)

CoxpaHUTb Kak

Ctrl+Z OTMeHUTH TIOCIIeIHEe BBITIOJIHEHHOE JIeMCTBHE

Ctrl+Y [ToBTOPUTH PE3yIBTAT OTMEHEHHOTO AEUCTBHS
Ctrl+Alt+Shift+V OTKpBITH paclIvpeHHbIH 6ydep odMeHa

Backspace Y nanutb ofvH CUMBOJI CJieBa OT Kypcopa

Delete VY nanuTte OfKMH CUMBOJI CIIPaBa OT Kypcopa

Alt+Enter Hauate HOBBIN ab3alg

F9 3aMeHUTh Y9acTb GOpMYIIbl/HOPMYITy Ha BEIYUCIIEHHOE 3HAaYeHKe
Alt+F7 Hatitu ciioBo ¢ opdorpadudeckoit ormmoKoi

dopmamupobanue codepicumozo

Ctrl+B [omy>xupHbIH
Ctrl+1I Kypcus

Ctrl+U [ToguepkHyTHIHA
Ctrl+Shift+= Hancrpounsrii 3Hak
Ctrl+= [TomcTpounbIii 3HAK
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CoueTranue KJIaBHII

Komanpga nian geiictBue

Ctrl+Shift+A Bce nponucHble

Ctrl+Shift+C KomupoBathk dopmMaTrpoBaHme
Ctrl+Shift+V [IpumenuTs GopMaTUpoBaHHE
Ctrl+L BBIpOBHATE TEKCT IO JIeBOMY Kpato
Ctrl+E BBIpOBHATE TEKCT O [IEHTPY
Ctrl+R BLIpOBHSATE TEKCT 10 ITpaBOMy Kparo
Ctrl+J BEBIDOBHATE TEKCT 1O IITUPUHE

IIepemewenue 8 padoueii od6racmu

Page Up Ha onuH skpaH BBepx

Page Down Ha onuH skpaH BHU3

Ctrl+Home [lepeiiTu k IepBoii sueiike paboyeit obmactu (syeiika Al)
Ctrl+End [lepeitTrl kK IOCTIEMHEH S9etike pabodel 0b61acTH

Heiicm6Bus ¢ aueiikamu, cmoabuamu

u cmpokamu

F2

[TepeiiTul B pe>xuM peJlaKTHPOBAHUSI STUeUKU

Alt+A BcraBuTh CTPOKY BBILIE
Alt+B BcraBuTh cTpoky Hinke
Alt+L BcraButh cronbern ciesa
Alt+R BcraButs cronberr cripaBa
Ctrl+Alt+M O0OBeqUHUTEL TYeHKUA
Alt+Shift+M PazwemuHUTL S4eiiku

Ctrl+— Y manmuTh CTPOKY Wi cToNber]

Buldenenue siueek, cmondbuoB u cmpok

Crpenka BBEpX

Brimenutsb stueliky Bbiiie

Crpenka BHU3

BoienuTs sueiiky Hinke

Tab nmm Crpernka BripaBo

Brimenuts crnemyromyto ssaeiky

Crpenka B1eBO

Boiienuts npepiayiyio suenKy

Home Boiienutsb siueliky B Hadajie CTPOKU

End BrienuTsb stueiiky B KOHITE CTPOKH

Shift+ITpo6en BoienuTs cTpoky

Ctrl+IIpoben Brimenuts cronbery

Ctrl+Shift+Home Co3pmatb 0671aCTh BhIJIeTIeHHs OT BBIJIEJIEHHOM STYEHKU JI0 IePBOM
staeliky paboueit obmacTtu (saerika Al)

Ctrl+Shift+End Co3gaTh 06/1aCTh BBIAEJIeHUS OT BBIIEJIeHHON SYeiKH 10 IToCIeIHer
stueliky paboueit o6acTu

Ctrl+A Brienuts Bce si9eliku B pabodeli ob1acTy IMcTa

Shift+Crpenka BBepx

PHCHII/IpI/ITI) BblJIeJIeHe Hd OOHY HHEﬁKy Ta6J'[I/IIII)I BBepX

Shift+Crpenka BHU3

Pacimuputsb BeiziesieHre Ha OJIHY ST9eMKY TabJIUIThl BHU3
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CoueTranue KJIaBHII

Komanpga nian geiictBue

Buidenenue mexkcma 6 pedaxkmupyemoii siueiike™

Shift+Crpenka BieBo

Brigenuts oguH CUMBOJI CJieBa OT Kypcopa

Shift+Crpenka BrpaBo

Boimenuth onyvH CMMBOJI CITpaBa OT Kypcopa

Ctrl+Shift+Crpenka BieBo

Brienuth ofHO €I10BO ciieBa OT Kypcopa

Ctrl+Shift+Crpenka Bpaso

BrienuTh 0THO CIIOBO CIipaBa OT Kypcopa

Shift+Home

Breigenuts copepxumMoe OT Kypcopa JIo Hauajia CTPOKHU

Shift+End

Brienuts comepikuMoe OT Kypcopa J10 KOHITAa CTPOKU

Ctrl+Shift+Crpenka BBepx

PacmmpuTs BeiienieHre k HaYamy ab3ara

Ctrl+Shift+Crpenka BHU3

Pacmmiputs Beienenre 10 KOHIIA ab3ama

Shift+Crpenka BBepx

PaCHII/IpI/ITI) BblIeJIieHe Hd OJHY CTPOKY Te€KCTa BBEpX

Shift+Crpenka BHU3

PaCHII/IpI/ITI) BblleJIeHe Ha OJHY CTPOKY TeKCTa BHH3

JIBOMHOe HaKaTHe JIeBOU
KHOIIKH MBIIIN

Brimenuts ciioBO

TpoitHoe HaXkaTHe JIeBOU
KHOITIKW MBIIIN

Bruimenuth ab3ari

Haxxartue 1eBoY KHOTIKY MBIIIH U
nepeMelrieHre Kypcopa BBepx

BI)II[EJ'[I/ITI) TeKCT BBepx

HaskaTue j1eBO¥ KHOIIKH MBIIIY K
IepeMellieHre Kypcopa BHU3

BrigenuTh TeKCT BHU3

* Omu couemarus kaaBuw ucnoab3yromes npu pedakmupoBaruu daHHbIX 8 auelike mabauubl. Ymobbl nepelimu
6 pexxcum pedakmupoBaHus, Boidenume sueiiky 060TIHbIM WEAUKOM MblWU UAU Haxcmume KkaaBuwy F2.

IIepemewenue no mexcmy 6 pedakmupyemoii aueiike*

Crpenka B1eBO

Ha omun cuMBoJI Bi1IeBO

Crpenka BIpaBo

Ha OIVH CMMBOJI BIIPABO

Ctrl+Crpesnka B1eBo

Ha oxgno cioBo BiieBo

Ctrl+Crpesnka BIIpaBo

Ha onHo ciioBo BiipaBo

Crpenka BBepx

Ha ogny cTpoky BBepx

Crpenka BHU3

Ha onny cTpoky BHU3

Ctrl+Crpesnka BBepx

Ha nayvaso npepsinyiero ab3arma

Ctrl+Crpernka BHU3

Ha nayvano cnenyromiero ab3ama

* Omu couemarus kaaBuw ucnoawb3yromes npu pedakmupoBaruu daHHbIX 8 auelike mabauubl. Ymobbl nepelimu
6 pexxcum pedakmupoBaHus, Boidenume sueiiky 06OTHbIM WEAUKOM MblUU UAU Haxcmume KaaBuwy F2.

Jpyaue couemanus knaBuw

Ctrl+N

CosnaTb darin

Ctrl+O

OTxpbITH aiin

Ctrl+Shift+O

OtkpeITh daiii B obake
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CoueraHue KJIaBHII Komanpga ninum peiicrBue

Cirl+P OTKpBITH OKHO IIPeIBAPUTEILHOTO IPOCMOTPA U HACTPOWKU
[apaMeTpPOB CTPAHMUITBI M TIeYATH JOKYMeHTa

Ctrl+0 (momn) YcraHoBUTh GakTHUIeCKHi MaciiTab cTpaHuIlb! (439%)

Ctrl+K BcraBuTh ccbuiky

Ctrl+F OTKpBITh TaHeNb TOMCKa

Ctrl+/ OTKpBITh OKHO OBICTPBIX IeACTBUM

F1 OTKpBITH CIIPABKY MPHJIOXKEHUS

HaskaTre mpaBoii KHOITKY MBIITH OTKpBITH KOHTEKCTHOE MeHIO BEIOPaHHOT'O 37IeMeHTa

Alt+ITpoben OTKpBHITh KOHTEKCTHOE MEHIO aKTUBHOTO OKHA IPUIOXKEHHS

Alt+F4 3aKpBHITb AKTUBHOE OKHO TIPUJIOXKEHMS




